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Introduction
Small business failures have been eporté&d so often and sometimes’ so
, dramatically that many people believe the small business operator
P doesn't have a chance in the highly competitive ewvironment of today's
' - marketplace. Each year on a nationgl scale we witness about 440,000
"startg" and about 400,000 "closurig"‘or dlscontinuances of small
operations. Not enly does this indicate a great number of individual
problems and headaches, but it is also the source of a big collective .
headache in our national economy. Each closure means dislocation, lost
* -jobs and lost growth in our national productivity. Many potential
' independent operators are dissuaded from entering the field of sma}l
business and many give up after a brief trial period. '

Too often wetqbc@pt this situation without question’ because we have
already made up our minds and have failed to examinesthe problem in
- detail. If we take a hard look at the facts, we find that the contribu-
Y tion of the small firm to our national economic life is neither
insignificant mor unimportant. Nipty-five percent of all businesses
in the U. S, are sgmall- businesses. Forty percent of our total business
volume is done by small firms and forty percent of our working force
is empﬁoyed in smyll enterprises. The vast majority of small business
fallures are theEZeSult of mismanagement or uninfbrmed management
rather than due-to the relative sige of thd business or the tough
competition. Most important, the ailure§§?tz not due tg a lack of-
technical know—how in the various lds/o siness endeavor. Only
rarely can the failuré of an indep nt electronic enterpriser be
attributed solely to a lack of kna!igdge abopt the field of electronics,

of a food distributor to inadequate™ynderstapding of the food trade, or
of a contrietor to inexperience in the build&ng trades. Where this
problem does-exist, it is generally inacombination with "the great
failéig of being unable to recognize the problem," or a lack of "manage-’

- ment\ know-hew."
The ménagement roblems faced by small business entrepreneurs closely
parallel those gga;he farmer.- The complexities of managing a farm
business have br8lght increasing numbers of farmers to seek business

management education programs for the tools to deal effectively with’

" managerial problems. 'The small business entrepre“eu7 of today has the

same need for management education.
. . 1

The complexities of small business management have»éncreaseq greatly,

in proportion to the size of the business. In many cases small business

operators must Manage with ?tbser margins of profitwthan they have in the

past. They must\be more attentive to intimate and qomplex'financial

. details if they expect to remain competitive. Their businesses must:

~ be adequately productive td give a return to capital;‘Bhysical assets,
labor and ‘management. They must, kn which combinations of capital,
labor and management will keep their businesses viable and profitable

so as to meét their needs and expectations. It is neéessaty that they .

- set priorities in their businesses and that they know where first to

+
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direct their encrgies and resources, Theéy must understand the unique
‘aspects of their business very well and must have adequate tools to
render timely and competent managem@ht décisions.

The purpose of this course of study is to outline a complete program

of instruction for small business entrepreneurs, It is intended to
serve as a guide for instructors of small business, management in setting
up a program for the local community.that will hedp small business
entrepreneurs face the business management problems that are before them
and g@rive at sound decisions in a logical and Systematic manner. It
will help them increase the effectiveness of their business enterprise
so that they might attain the goals they have established for their
business and their families.

It is recognized that the first edition of the course méy not be as
complete as desired. Instructors are urged to criticize its strong
and weak aspects and to offer suggestions for improvement.

" .
-

N ——

1 S
Excerpts from: "Small Business Administration. Success and Failure

Factors in Small Business. Adménistrative Management Course Programs,
Topic 1. Washington, D. C. S. Government Printing Office, 1964
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Chapter I
Small Business Management Education

PROGRAM PHILOSOPHY
7z ‘ PROGRAM DESCRIPTION

S~



PROGRAM PHILOSOPHY 4

Introduction

There is much concern with upgrading and retraining employees tn maku N
their skills consistent with new job demands and to kecp them ' pmployablt
But the lmpact of changing technologles is also felt in the business
manager's world. Competition makes business survival difficult. The
problems of obsolescence, new products and higher operational ‘costs all
must be addressed by improved managerial performance. Business owners

eﬂﬂ‘\anagers also need periodic upghading and retraining to improve
h

eir business management skills. Almost all entrepreneurs can bemefit
rom a proéram of management education. Small business entrepreneurs
can benefit most if such education does not require that they give up
their necessary eOeryday business activities, ‘

What 15 Management?

Management can be defined as the utilization of the resources of land,
labor and capital in such a way as to maximize the return to the scarcest
resource, consistent with business and family goals. It is a decision-
making process that 1{s continuous. Many important decisions. are under
consideration at one time, with some problems just being discovered,
some being analyzed, and others near solution. As the problems become
more complex, the importance of management skills also increases. In
a relatively simple business it may be relatively easy to identify,
isolate, study, evaluate and solve a business management problem. Mqat
. businesses, however, are more complex. Although many factors are
"independent, they are interrelated and cannot be treated as 1isolated

variables. v

Small businessmen have a ready learning laboratory in which to apply
what they learn about management--their business. Management training
which is tailored to an individual's business enhances his understanding
of and ability to apply basic economic and management principles. The
management education program described here is a starting point in an
overall evaluation of a small business. It will help the entrepreneur
steer clear of problems through careful planning and solve those that do

arise.
. - . \ ' -
Goals Are An Incentive For lLearning

It has been agsumed by some that only young people were capable of
learning This theory has been found to be invalid. Adults can learn

as rapidly as children. In fact; they can often learner faster with the
proper incentives. The management education program takes full advantage
of .the incentive that family and business goals established by each

participant provide. .

The Minnesota Cooperative Farm Buginess Management education program |
was .the prototype for the developiint of the small business management
program. The purpose of the farm management program was to improve

the effectiveness of the farm business so the farm family eould achieve
their farm and family goals. The reliance on ‘visible goals for the
farn and family as a motdvating force for learning has proven to be

\? effective.

- 10 -
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The™ extab Hshment of business and fami! poaln to o primary and essential
task.,  Family living standard:, busis au expanstion, debt retirement and
savings may be doncluded in this poals.  Family {nvolvement -in the establish-
ment of poals s important sinde famidy and business goals often compete

for the same resources.

Mot lamllixs are conckrned about business profit. ‘Tthey rccognize the
fmportance ot protlt {f they are, to accomplish the poals of the family.
Yet many of the Important goals famiiles set are related to profit only

in a tangential way. [t is necessary to recognize all family and business
goals {f the family is to be motivated to improve the cffv.tivenvss of

thelr business. , .

N ”
Sound decision-making {4 possible only if the decision-maker has accurate
information upon which to base that decision. For this rcason, accurate
records arc essential to the efficient operation of a business. This
management education program uses complete, accurate business and family -
records as a basis for compiling the data necessary for good decision-making.

» Unique Features , .
L3 -

The student will tind that the small business management program for
adults is uniquely different from the traditional educational curriculum
in that the business operator's own busines Secomes his textbook and
laborator Achievement of business and f.fﬁ_y goals is the ‘assignment
for the céurse. Instruction begins in the ﬁ?;ssroom with the study
"discussion of management and business principles. Thesge prinbiples

then coupled with on-going at-the-business instructional visits. The
cycle is completed and begun anew with the analysis and evaluation of the
year's business dcitivity. :

A small business management education program will have the best opportunity
for success in a community where people recognize the need and value of
continuing education for entrepreneurs as-well as ‘for other members of

‘tie community, and consider it a ¢ommunity responsibility to provide such
programs as a regular part of the community school curriculum. 'A public
school that serves the educational needs of all the pe in the community
presents the kind of setting that will insure the mogt effective functiohing
of a small business management education program.

\
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History and Background - ) : '
A sucoesstul program in farm management educatfon for adults ptoncered

and disseminated by the Agrlkultgxul Education Division of the University
of Minnesota has been in existencde since 1952, It is (urrently operating
in Minnesota and cleven other states. The farm management program
combines classroom {nstruction with small group and on-tarm indlvidualized
instruction. Accurate farm and home recordkeeping 1s incorporated

at all levels of Instruction. The application of recordkeeping and farm
management principles during individual visits tg. the student's farm
contributes to the student®s thorough understand?ng of his business.

The small business management education program for adults is based on

the close gsimilarity between the management,piobl?ns facgd by farmers

and by small ‘business operators alike.

Goals and Objectives

N

The purpose of the small business management program is to help families
improve the effectiveness of their business operation and enable them

to reach family and business goals. Thé curriculum and procedures for
the program were tested in six locations--three in area vocational-tech-
nical institutes in Minnesota and three in communities with large

minority populations.
A

The three Minnesota pilot programs were successfully established at the .
area.vocational-technical institutes at Anoka, Faribault and Thief River
Falls. Instfuctors from these programs met monthly to review the curri-
culum unit they had just taught, to discuss possible revisions and to
prepare for subsequent educational activities.
!
The small business management programs established in three different
minority communities duplicate the pilot programs .in Minnesota. A program
for American Indians in Window Rock, Arizona, 1is located in a secondary
public school system. The Brownsville, Texas, program for Mexican
Americans is housed in an adult continuing education center with joint
operations in the public/Echool. The Greensboro, North Carolina program
. for Black Americans operates at a state university--North Carolina A & T.
Thus, each of these pilot programs not only pro{ides opportunity for
feedback on the use of the management education program with a particular
fultural group in our heterogeneous society\ but with each program_
ocated in a different type of school, it may also be possible to assess
‘which institutional framework provides the most desirable setting for

continuing program support.
!

- The effectiveness of the management education program will be evaluated
by a cost-benefit analysis of the businesses enrolled durtng the first ,
three years of management education. Such an analysis has been documented
for the farm management program and it is believed that a similar analysis
can be made for those enrolled in the small business program. At thds .
writing, the cost-benefit analysis has not been made, since the requisite
three years of instruction have not yet been completed. .

»
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-‘Benefits, . . _ : <®
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The local pfogrim is, esigned to benefit the participants by (1) in—
creasing the. entrepr eur's knowledge and understanding of the ‘economic

business principles upon which sound business deicisions are based,

") developing the entrepreneur s ability to effectively utilize the .

<+
o

decislon-making process in the’ management of his business, (3) developing .
’sg;he entrepreneur’'s ability to adapt his- business to change in response-

(to predicted business trends, (4) increasing -the businessman's knowledgé

_of the technica1 aspects of his business operation,- (5) developing the

entrepreneur s techniques of management and businesg operation, (6) im-

- proving the entrepreneur's ability to recognize the use and ie of -

auxiliary services and agencieés in the operatiun and management of his

Y

business, and (7) fqstetring the entrepreneur's sense of civic reponsibility

to the welfare of the whole community.

~
Ry

‘Program Design

l

- membe¥rs.

. month with each student.

The instructional ﬁrogram is divided into'four distinct kinds of
activities: classroom instruction, small group instruction, individual
instruction and instruction in business technologies.

o S
e

,'Classroom instruction is offered once a month following the sequence of
-units outlined in ﬁg curriculum volume, in which management principles

with applicability all class members are emphasized. In the second
and 'third years, much of the instructional material is drawn from the

-business analyses of class membersa

Small group instruction is offered as needed ‘and would probably involve

three or four business operators with similar kinds of business, so
that instruction cambe related to'a specific business type. Such
instruction can also he based upon a problem common to several class

- ) - . ¢

a

At-the-business irdividual instruction is planned to occur once each

to relate the classroom instruction directly to the student's business
and to deal with problems of organization and management that are un1que
to a specific business. Cldss members generally place a very high value
on the individual instruction.

'

While business technology is an important part of the total educational

effort, it is not part of the management instructional package. ' When
‘the instructor and advisory council have determined that there is a need

1

This activity allows the instructor an opportunity

for instruction in a special area (i. e., advertising, display, persdnnel, ..

etc.) it is the instructor’ s responsibility to arrange for instruction
to meet the need. 1In those areas where the instructor is competent, he

may teach the sessions himself; for others he may arrange for a specialist

to offer the instruction.

Unique Features

Pl

Two advisory committees have been involved in the development of the
small business management program, |[eachgwith a unique responsibility.

The business professional committee addresses the 4issue of implementation

" of the program through the public school system. Since committee members

are associated with business education at the high school, post-secondary,

13
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college and State Deertmen -of Education levels, they re making a

contribution in terms of gyiding the project to fun in harmony with
the direction the project must take to be acceptable e educational
community.

The council of small business entrepreneurs has vikwed the development
of the program as it would affect their own businesses, giving the - -
project the benefit of their experience and business expertise. This-
combination of the business ‘entrepreneurs and educators has guided the
‘development of materials that have found such widespread adceptance ’
with the ‘students who are enrolled. -

,

r~ ’ : .
The fact that the project focuses on an adult, sélf-employed population
is in itself a unique feature which.has certain implications worthy -
of note. The emphasis on adult education is in keeping with the current
focus on the out-of-school populdtion. As school enrollments decline,
educators can devote more time and resources to adults, the-fastest growing

segment of the population in need of upgrading and updating education.

Concentration on the self-employed focuses the instruction on productivity,
a major concern of all. What process makes a worker more' productivg? A
self-employed worker becomes more productive by focusing his or her
attention on the more effective use of human and material resources
through more effective. management. This is precisely the thrust of the
small business management program: to increase the level of employment
and rewards from’ employment at a time.when the alternative to self-
employment for many small business entrepreneurs is unemployment. This
-is of particular concern when there is no effective public program to
protect the self-employed sh6uld their businesses fail and they must
join the unemployed work force.

It is no coincidence that the materials of instruction and methods of
operation of this project are consistent with the recommenggiions of

the National Advisory Council of Extension and Continuing’ Educati
concérning minority-owned sm2ll business. Experience with managegent
education programs for farmers has shown the ppocesses and procedures
suggested by the National Advisory Council toqu the most effective,

with the highest benefit-cost ratio. They.are not processes and procedures -
that work well solely with minoricy business operators, they are success-
ful with all- small business entrepreneurs. -

The course of study emphasizes the alternative goals a business can

establish. Such goals will be within the limitations of available

resources of land, labor, capital and management and will be congruent witﬁ

thoq’!established by the family. The concept of family involvement in
"-instfuction is strongly emphasized. The family orientation is extended
through individualized instruction carried out in on-site visits to the _
business and home. The year-round program assures instructional continuity.
Program continuity is further enhanced by having an institutional base
in educational settings which can provide the necessary adm1nistrative
support and: financial stability. .

- The business management program utilizes five basic criteria to insure the

separation of the business management program from the technological -
program. “These are: (1) SPECIFIC ENROLLEES--Unlike many adult education

i | " 14 - %
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programs, this program has a specific enrollment. The inﬁﬁruction is
offered only to those who cogfit themselves to a study -of their business
and agreé to follow certain, Tules which regulate tﬁeir participation,
-(21‘SPECIFIC UNITS OF INST‘ CTION--The curriculum is designed to lead
the student through a reg ar sequence of activities in the study of
his/her own business. units are preéscribed to present, in sequence,
material that will motiyfate the student to gather datg, analyze data
and make 1mp1ementati ;of ‘bysiness decisions possib¥€; (3) SEQUENCE
OF COURSES--Enrollmen is not haphazard, but rather is in a definite = :-
sequence. Students must begin at.the beginning of the three year .
program; (4) CONTINUITY. BETWEEN COURSES—-The titlés for the years pof .
instruction are: ,"Businedg Records and Accounts," "Business Analysis,"

" ~*and "Business Organlzation.r Each course is prerequisite.Bo the next. '

To analyze the business it is first necessary to have a suitable

business record To study. the organizational alternatives ft is first- e
necessary to have “analyzed the business’ to determine its’ strengths

and weaknesses. The instruction is designed to bring students toward
sat1sfaction of business and’ family goals established when instruction .

first begins and modified as objectives and resources change. The ,
programmatic sequence of instruction provides the opportunity to evaluate ~ .
. the effgcts of management decisions through a minimum three year program;

(5) INDIVIDUAL AT-THE-BUSINESS INSTRUCTION—-Classroom and group -activity

must be applied to each individual business if the in truction is to be
usefdl. Planned individual instruction at the studen 's place of .- -
business permits the application of instruction to specific business .
problems. _ . . ¥

<
’

/In the small business management program, the analysis of the student's
” own business is a vital tool used 'in making management decisions. This
real-life situation is a key factor in keeping the instruction relevant
to each student's 1nd1vidua1 and family needs.

Conclusion . .

By far the greatest number of businesses in the United States are small
firms. These firms vary greatly in size, whether measured by total
sales, investment in the business, or total number of employees. Eightx
percent of these businesses employ no more than twenty people, yet over
forty percent of the U. S. work force is employed, in small businesses.
Research reveals a high percentage of small business failures each year,®
~particularly among minority-owned small businesses. The underlying
causes of business failure have been identified as the lack of knowledge
of, or experience with, business and management practices and the lack
of continuous education programs. The National Advisory Council on e
Extension and Continuing Education reports that: "To date, approximately
$4 billion has been available specifically to Supggrt the emergence and
expansion of minority businesses. Of the total amount directed toward
expanding or strengthening minority enterprise, only $2 million has been
spent on training and education programs. If we-accept the research
that contends that one of the principal causes of business failure is

a lack of educational programs, this investment is negligible."’

g

15



This education program offers anothe new focus in vocational ducation—-
a program that does not corcentrate $ll its jefforts on skill agquisition
and training of technicians and empl yees, but offers an oppoptunity to
upgrade and improve business management skill _of business owpers and

e
.:&}\ B
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Chapter II. The Instructor

. ROLE
RESPONSIBILITIES

JOB "DESCRIPTION.
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ROLE’ _ ” o S f o
! : - TR
The instructor serves as a codch for the small business ﬁanagement . L
. education team. He cannot be expert in all facets of busineSs tech—'« IR
.nology, but must coordinate thE utilization of" personnel, resource
-agencies and reference materials. The instructional program will @ .
help the business operator gain confidence and compétence in the A O
" decision-making process as he pursues a profitable and rewarging RUREEE :
career as a private entrepreneur. - _ , 'E ° i
K ’ .
Prediction of instructor succesls assumes certain personality traiéﬁ,
knowledge‘and professional skilll. Attitude must be accorded a top"

»

priority for .effective instruction. Admittedly, attitude.is am intangi- ‘125
ble. It involves,  among other things, the ability to assume the role _—
of a-student. In this programy no one will have a greater need to , ”?}\

learn than the instructor.' Except in cases where he is, dealing with' a
business in which he has had direct -entrepreneurial experience, he will
be working with people who have more knowledge of their respective

business than he. . 2, . o ,

]

-

‘Qontributions from the class members are’an essential part of the -
learning experience. Their participation will provide much of the

. detailed information for the study ‘of business principles:upon which'
=decisionsAwill be.made. _ The businesses operated by class members:
constitute the learning laboratory'for both students and instructor.
Two-way communication with class #embers is most important for success.
By considering himself as an ex~officio class member, the instructor'
‘takes part in the give-and-take necessary for a meaningful clkass - - e
experience. He expects to receive as well ‘as torgive assistance to '
class members. Unless this cooperation betweén teacher and students
is made.a vitdl part- 6f the procesg, the class will not be.as successful
as it could have been. ° . ' :
The instruCtor must‘have'a dedication to the success of every student.

ihie must empathize with .them ahd with, their. ambitions and aspirations.
If he can bring this to his work he will be much appreciated by his
students. g '

S e

e “.A RESPONSIBILITIES

v

e

Integriti

Integrity is closely related t "sincerity and profes 1K ¥sm in. terms
of ethical standards and condug¢t. ‘The instructor mu$ -E'fhﬁpin high
moral and ethical principles and .at the- same time be toleran@ and e -
understanding. . . v f.-‘ .
Bluffing is essentially dishonest. Nobody knows everything. There is

nothing demeaning,in saying, ['I 'do not know." The phony soon exposes

himself. He is seldom admir¢d for putting up a "good bluff." Too

often, he develops an inflated opinion of his ability while those who

know him share none of this onfidence. g -
Also dishonest is the willi gness to remain ignorant. The instructor{ﬂ
should take the initiative to seek out the facts if they are obtainable.

e ] 18
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" Integrity also deals with confidences. The instructor must be trust-
worthy. He must keep personal business information in strict confidence.
.Information about an enrollee's business or personal affa1rs should not
be disclosed to‘others without his permission.
Tact _ Y. .
Tact is one aspect of sensitivity in communication. The tactful instructor
encourages partictants in both activity and discussion. He needs to
recognize that reserve can be broken down only by the enthusiasm

generated by the class or the instructor. No one should be put down with
sarcasm nor‘:should class members have tp endure the boredom of a poorly
organized class sessjion. It is also ifiportant to be able to restrain
someone from monopoldzing discussion. All of the planning and arganization
for an effective meeting can go down the drain unless sucW a person. can

be tactﬁYlly diverted and '‘a‘balance in class discussion can be found.

‘Above al ind: viduality must be respected

J;..41-"1?‘<'=_‘Ea‘ration

< The greater the |class participation, the greater the need for'preparation;
The instructor knows what information he would like to cover but when

,» the entire class is involved, he must also anticipate other possible

{ demands upon his skill and informational background. Knowledge based
on personal experience is a definite asset to him. Because of his
*experience, he will be able to appreciate the potential contributions

- of enrollees as well. . Coe

i

r

Preparation should include all phases of instruction ‘and the instructor
should be flexiblé enough to adapt to situations as they develop. He

" may find that as much preparation is needed for small groupswgr for
individual visits as for the classroom sessions. ' .

. Practices @ : - ,
. | %':' ’ ~ : .l -
B ‘Some of the basic concepts and practices that should be observed are -

the follow1ng. . ' ‘
« 1. "Students learn by doing. They develop skills through their

ownaactivitiesvand experiences.
' bV

2. Partlcipation should be shared. The ingtrydctor's skill will
in part be demonstrated by his oqn restraﬂnt. Lectyres should
be limited. B ..J,

3. Start and -close meetings on time. Meet appointm- ts on time.
. “ : to .
. . . L.
4. Provide for a variety of activities at meetingsl \

5. Make assignments definite and provide a climate for achieving
~them successfully.
r N
6. <. rovide references and. suggestions for enriching reports,
discussions and other classroom activities.

19
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JOB DESCRIPTION .

The jéé of the small business management instructor requires instruction’
. in all managerial and operational phases of small businesses with
emphasis on decision-making, facilities, entrepreneurship, ethics,
technology, economic principLes and psychological factors dealing with’
the general routine protedures of maintaining a business., establishment.

Work Performance ’ ' v " =

The instructorjmust perform the ollog*ng functions:

) (X . -
1. Set-up and teach a comp1e e program of training based upo '
curriculum objectives as o tlined in the detailed course of o
study. . T e

\ v

3 : N
\

2. Provide individualized instruction in matters req 'ring ad
- tional agsistance to" the studentah

3. Be available for conSultption to students“whenever necessary.
&. Make rOutine follow-up study of the students' progress with
"on—-the-job observation/of performance.

\5: . Offer commendation and suggestions for improvement in a
healthy climate of support. \

6. Provide technical assisShce in’ interpretation of a comprehensive
economic. analysis of the business. N

. o \

‘7. ‘ASSist students in* setting goa1s for the busipess and family

&short, intermediate, and long—term)
}

"Knom1e¢;:and Ability Required .

3

. The instructor must be familiar with or possess a working knowledge of

general buSiness pragtices and procedures.  He must be able to Jhandle

a classroom situation involving an exchange of ideas with students,
with follow—up instruction in the student s place of business. It is
essential t establish rapport readily, to insure a level of confidence
with students, and to maintain the lines of communication with prospec-,
tive students dn the community. The instructor should ‘develop - ood
working relationships with civic or izations and participate
community affairs. At -all ‘times he should maintain a professional
attitude. '

¢
-~

Experiénce Required

" The instructor shou1d have had satisfactory business experience in a

' ‘top level management position either as an owner-operator or as a manager.

Experience should have provided the opportunities to manage all phases’
of- the business including the keeping or supervision of the records of
« the business. ¢

JTerm of Employment

' . ' .
: p . \
The duratigniof employment should be at least 48 weeks per year.

20 S
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- Chapter lll. ’ Using the Ady;ic'e__ of Others

ESTABLISHING, ORGANIZING AND UTILIZJNG ADVISORY ;COUNCILS
APPENDICES |
s
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Advisory Councils--Valuable and Necessary:

A well ofganized and functioning Jﬁvisory council is one of the most
effective aids to planning, conducting and evaluating instructional
programs in vocational education. A member of a state board ,for
vocational education recently stated that whenéver he had observed
programs of vocational education in troubled, an advisory council was
either absent or was not functioning. Such an observation by an
.individual with broad exposure to and extensive responsibility for
vocational education programs brings into sharp focus the critical
‘need for advisory councils. S ~ v

The need for'an a visoi;‘council is especially important for small
business management education programs. Thoughtful advice and counsel
is particularly appropriate when a reJatively new venture such as the
Small Business Management E:;gation Pfogram is in the crucfal beginning
stages.of pl ning, org iz on and operation. '

Proper management and utiljzation of time is critical im any venture.
The investment of time i} planning, organizing and effectively using
an advisory council will be one of the most profitable investments
made. The purpose of this chapter is to provide gyidelines and
assistance in establishing and making use ofta functional and effec
advisory council. ~ . o §
Establishing the Advisory Coungil * RN
{
J-Authorization. " The teacher jor other individual seeking to establish
an advisory council must firsgbsecure authorization or approval to do
so. This approval should be secured from the board of education
through the established administrative channels of the school. - The
" teacher should contact the appropriate administrative, officer of the
- school, explain the need for such a council and request approval to
proceed with the establishment of the advisory council.

. N

--Policy Statement. A request for establishing an advisory council
should be submitted with a suggested policy statement or an offer to
provide such a statement. A policy statement is, provided in Appendix
A which, with adaptation to local conditions, may be used as a guide.

This statement should be presented to the proper administrative officer
of the school for approval and adoption by the board of education or
other appropriate policymaking body. .

Appointing Members and Organizing the Council

—--Nomination of Council Members. The qualifications and suggested

number of council members are outlined in the policy statement.

Before nominations are made by the instructor and administrator, personal
contact should be made to be sure that the nominee knows what is involved
and is willing to serve. This may be followed by a letter such as that
in Appendix B. .

--Appoint t of Council Members. Upon determination of willingness
- to serve, the proper .administrative official should secure confirmation

3 - 22
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of appoiﬁtmenf by the board of education. This official should then
notify those persons who are appointed to the advisory council. A
suggested letter of appointment is ;ncluded in Appendix C.

—

--0rganizing the Advisory Council. An orgéﬁi;}tional meeting should
be held soon after the “appointments are made. The officers should be
elected during this meeting. A suggested agenda for this meeting is
included as Appendix D. ’

Utilizing the Adviéo:x,Cogncil

--Importance of Proper Functionﬁpg It is important that the council
understand that it is to function in an advisory capacity and is not
a policy making body. It should have meaningful and suitable ;asks
and should not be asked to serve as a ''rubber stamp.” .
~-Problems or Questions to Submit to the Council. The following
criteria may be used to determine if a problem or question should

be posed to the council:

-

. 2. Does the school apd'its staff eafnestly seek a solution?

1. 1Is it a real problem?

3. Is the school likefy to consider seriously and possibly
use recommendations made by the council?

4. Is the commjttee competent to,examine t problem and propose
recomm ons? :

5. Have \Qr can ;;D instructor and school staff make available
sufficient backgroupd information and facts for council
members to make useful suggestions?

-~Situations To Be Avoided:

rd

1. Don't decide upon a course of action and merely ask the council
to "rubbér—stampﬁ the view or proposed course of action.

2. Don' L expect the council members to devote extensive preparation
time or attend a 1arge number of meetings.

. LI A

3. Don't expect immediate or hasty actiom.

) . KT TS

4. Don't consult the council on everyday matters which should
be handled by the teacher and/or administrator.

--Some Procedgres To_Follow:1

1. Early in the process of organization and during the work of the

IRalph J. Woodin. '"Selecting, Ofganizing aﬂd Using Advisory Committees
in Vocational Agriculture."” Mimeographed. Department of Agricultural
Education, The Ohio State University, Columbus, Ohio, 1970.

23




2.

3.

9.

10.

10

5committee, make sureg!pat all members understand the objectives,

functions and limitatYons of the committee upon which theX serve.

Prepare a definite agenda for each meeting and whenever possible
get this agenda in the hands of all members several days 1

advance of the meeting.
1 -’

Keep the school administration informed of all activities of
the committee. //<

Give the -committee and its members ‘enough responsibility so that
they feel useful. .

Have definite reports or evaluations of progress toward committee

- objectives and individual responsibilities at each meeting.

J
Give praise and encouragement to the committee and to individuals
during the business meeting.

/
Follow up recommendations of the comggttee with appropriate action.

-Schedule definite time for achieving.objectives'and goels.—

Secure participation of all members in committee discussions.

Guide the committee to realize some unfelt needs of the community.
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- K APPEyD‘IX A- : | ;o SR
SAMPLE ‘POLICY STATEMENT,
SMALL BUSINESS MANAGEMENT EDUCATION ADVISORY COUNCIL -

NAME

The name of this organizatiou shaleﬁ! the Snall Business Management
Advisory Council of-the Sandhills/Area Vocational- Technical Institute.

’

PURPOSE - :
. ' ) J o
A. The major purpose of the advisory council shall be to provide.r-
an association between the school and community which-will,
through advice, assistance and counsel, help establish, maintain. -
.and improve a program in small business management - education. g

-

L

B. Specific purposes include:

l; To provide advice and.counsel concerning philosophy,
objectives and curriculum of the sma business management
education program.

2. To be alert to new business and technical developments
which require changesvin curriculum or program operation.

3. To aid in securing e rollment by suggesting prospecE;ye
enrollees aﬁ&~public zing the program.

v

s 4. To make a yearly evalua ion‘of the program.
r . . . _
5. To make appropriate reco ndations through proper"lmini-
‘strative channe1s to the administrative bﬁ of the school.
t

6. To provide a communications link between school: and
the community, expecially the small business segment.
. ' . i
AUTHORITY ’ N
B L - i %f \ ’

A. The council shall serve in an advisory capacity only. Recommenda- '
tions-to the board 4#f education shall be forwarded through
appropriate administrative channels.

B. The council shall have no administrative or lqgislative
authority and .is not established to assume any of the rights or
duties of the administrative body or administrative staff.”

\ . .
MEMBERSHIP__ : - X
A. Number of Members
The advisory c6uncil shall consist of ( ) members. (Approxi-
matel¥«nine to ‘eleven members is a recommended size. A larger

group may be more difficult to recruit and to utilize. A
- smaller group may not provide adequate representatien.)
. . ‘ . LS

3 :?ES | ‘@ E | '; .
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. B. . Qualifications of Members .

Persons seiected to serve on the council should:
‘ ) X 4+
l.. Be genuinely interested ir®¥the Small Business Management ~
Education Program and be knowledgeable.about the needs S .
of small business managers. ) .
\ *. " .
2. Be broadly representati:i ‘of small businesses in the-
community to be served T ‘
j [ ‘ ’ N i Fy
.3. Be willing to devote the necessary time and effort to ° -,
] v serving as-a counc ienber.
4. 'Possess desirable persoﬁi}‘qﬁalities such- as integrity, - |
= responsibility, maturity, open-mind8dness and ‘a cénstructive
attitude. .
/

"C, Council Membership

e

~ The oouncil.may include persons from the following groups}
. T. Owners or managers engaged in small business

2. Class members or progpective class members -

3. Persons closely associated with credit institutions

4. An instructor of business or farm management
5. A person representing a profession
"6. Minority group members ‘ - ’ -

7. Ex-officio members for school liaison, such as a board of
education member and/or a member of the school administration.

e

8. Editor of Jocal Paper or other mass media representative

.D. Selection of Members:

1."Members shall be nominated by the small business management
* ihstructor and the director of the Sandhills Area Vocational-
Technical Institute Councils

2. _Members shall be dppnihted by the board of education and shall
be notified of their .appointment by the director of the Area
Vocational-Technical Institute.

E. Terms of Membership
1. Advisory council members shall be appointed for three-year

té#rms and may be reappointed for one term. Terms af membership
shall begin on ) .

2. . Terms of membership shall be staggered so that approximately

i
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VI.

T

one-third of the council will be beginning terms eachyyear.

initial council members shall be either appointed for
l, h, and 3 year terms or shall draw lots for these terms
so that approximatefy one-third of the members will be
appointed for each of the 1, 2, and 3 year terms.

OFFICERS AND EX-OFFICIO MEMBERS '

A. Officers of the council shall consist .of a chairman, vice-
chajrman and secretary. The chairman and vice-chairman shall
be regular council members elected by the council at the annual
organizational meeting. The secretary, to be elected at the
same meeting, may be a council membér or a school staff member.

B. 'The.sqgll business management instructor and any béard of educa-
tion representative or school administrator shall serve as ‘
ex-off%:io members only.

MEETINGS /.

A. Nu er of Meetings . -
The Small Business Management Advisory Council shall hold its
annual organizational meeting . of each
year to (1) receive new members, (2) select officers for the
year and (3) .plan their yearly program. It is suggested that
councils hold at least 2 or 3 additional meetings each year. -
Special meetings may be convened at the call of the chairman.

B. Minutes

Regular minutes of the advisory council meetings shall be
+ rdcorded and maintained. Copies shall be distributed to all v
~ council members, appropriate school administrators, and small
business management education teachers. .

* - | o

-
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LETTER ASKING WILLINGNESS TO SERVE ON COUNCIL
(To be preceeded by personal contact)

. June 1, 1975 » L "' | .

Mrs. Daisy Beautblossom v (::::::T\ : , ;/
Sandhills Floral Boutique . ~ v e
Sandhills, Minnesota '

M,Dear Mrs » Béautblossom:

You have been suggested as a possfible member of e Small Business

Manageﬂl't Education Advisory Council for the S dhills Area Vocational- i
Technical Institute. Because of your business &xperience, leadership :
and interest in education we ,believe you could previde valuable advice (\ -
and assistance as a member of the advisoty council. .

Council members are provided ample gpportunity to offer suggestions and . : 4
to be of service, but are not. expected to help conduct or manage ‘the ‘
Small Business Management Educa:ion program. The duties and members"
meetings are held to only those which are important and essential as we
know that people such as you have busy.schfdules.

'

An active advisory council can provide advice and assistance needed to
plan and conduct the type of small business management education program
‘which will be of greatest benefit to our-business community. Your
membership on the council camw help assure its usefulness” g

.Would you be willing to serve, if appointed, for a three-year term as »
a member of the Small Business Management Education Advisory Council for

the Sandhills Area Vocational-Technical Tnstitute? We shall await your
reply. If you should have further questions, please contact me. .

Sincerely,

Dr. Ceéil Coordinator, Director
Sandhills AVTI

- IM
o~
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APPENDIX C

‘LETTER OF APPOINTMENT TO ADVISORY COUNCIL .

June 15, 1975

Mrs. Daisyvlpauﬁblossom
Sandhills Floral Boutique o
Sandhills, Minnesota

~ Dear Mrs. Beautblossom:

- We were pleased to: be advised that*'you are willing to serve as an
advisory council member. '‘This letter is to inform you that you have
been appointed Ajdate) as a member of the Small
Business Management Education Advisory Council for the Sandhills Area
Vocational—Technical Institute for a three-year term begimning July 1,
1975. ‘ 5

‘g ‘
The organizational meefing of the advisory council will be held on
Friday, July 12, in the'pafeteria of the Sandhills Area Vocational-
Technical Instifute. AThis will be a luneheon meeting beginning at
12:00 noon. -At' this meeting the council will be organized and the
function of the council explained. -

i We are very pleased to have you.as a member of the advisory codﬂcil
and look forward to working with you. °®

-~

‘Sincerely,

Dr. Cecil Coordinator, Director .
Sandhills AVTI 2

" )



. APPENDIX D

SUGGESTED MEETING AGENDA = .

FIRST MEETING

'SMALL BUSINESS MANAGEMENT EDUCATION ADVISORY COUNCIL

i

Time: - Friday, July 12, 1975 at 12:00 Noon : _ | .

Place: ' Cafetgria, Sandhills Area Vocational-Technical Institute'
' 111 Goosedown Drive, Sandhills, Minnesota

4

Luncheon Meeting : o

- -

“i%  AGENDA e
I. Weicome and Thank You
Dr. Cecil Coordinator, Director .
Sandhills AVTI- .
II. Let's Get Acquainted _ ‘
Introductions : v
iII. Luncheon = v
</ : IV. The Advisory Council: Purposes, Policies and Plans 3
’ Mr. Eddie Entrepreneur; Small Business\ Management Instructor.
i V. Organizing for Work and Election of Officers
> -

30
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" INF RMING’THE PUBLIC"

assume. The entire task, however, cannot be delegated to him alone.
"It is the responsibility of leveryone connected with the program. The
"instructor mdy be a central lfigure, but the school administration must
assume their share of respongibility. - The instructor, for example,
should be selected on the basis of his ability to fif into the patternm
of the community and should:he supplied with appropriate equipment and
opportunity to develop a strgng program. The school administration
should have the opportunity tp become well informed concerning the
program and its objectives. t is the job of the instructor to so
motivate his enrollees that, their enthusiasm for the program,

they become a medium for good public relations.

Planning and implementing a good, complete-program for: small business -’
management education is the most\ important factor in the development

- of good relations with the” ‘publi The instructor is the important
factor in the development of such \an effective program in the community.

His personality, integrity, judgment, unselfish devotion to his
responsibilities, and ebilitytto g along well with people are essential
in developing and maintaining ‘good¥ill. Nevertheless, no instructor

can do everything himself. It iS esseptial that he have the ability -

to select others to whom he can delega some responsibility. Lay
persons in strategic positions in the ¢ unity can provide valuable
support if given the opportunity. ’

Management education for small business entkepreneurs is a new adventure
in vocational education. Hopefully, it will \expand. into something of
unusual educational significance and fulfill a\negd that. has long’
existed. To achieve this, the program must n ssarily pass through
several stages: pilot, experimentation, revision, establishment and

expansion.

Programs are not developed in a vacuum nor on a trial-and-error

basis but rather by building on the knowledge and practices that have
been developed in the past. The results of experimentation will need
to be appraised for their relevance, effectiveness and significance

to the goals which are aimed at. 1In addition, educational concepts and
teaching %echniques must meet the test of reality to be acceptable. It
is hoped that through careful planning, problems to be avoided can be
anticipated in advance and mistakes will be kept to a minimum.

In all stages, programs need the empathy and support of those who see

the need for them and will benefit from them. To be successful, a program
needs both the consistent and energetic support of those active in its
development and an acceptance by the general public. In America's

complex system of merchandizing, products are not sold on merit alone.

_ The public must be made aware of their existence.. Although pilot )

" programs have a distinct advantage in their efforts to reach the public
due to their concentrated geographic area and community orientation,
the fact remains that in this highly competitive society institutions

find themselves in a continuous struggle for.recognition. Education

32
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aoes NOTU comMpere wirtn CONsumaple Proaucts 1n tne markerplace’ puc 1C . -
does compete for attention, whether it's with chewing gum, shaving

cream, congressional investigations or a city election. Education

competes for a priority place in the public concerns. |

At best, the effort to provide the publié with information about the
small business management, K education program will not Be complete.

Time and funds will be limiging factors in this as well as in other
important phases of the program. If well organized, the efforts made
to publicize the program may be adequate. to reach those we particularly

wish to inform

”

Probably the most important media for reaching out to the public are
news publications, radio and television. They are important because
of the numbers of people they reach. Along with these means of news
dissemination, other efforts should be employed such as speeches, public
discussions, surveys, personal conversations, telephone conversations

and- 1etters.

'

News stories_can have a greater local impact in a small paper than in

a large metropolitan publication. Often the local weekly paper is, .
if read at all, read in its entirety. The daily paper in '8 small community
offérs more of local interest than one with a wide cirCulation. During
the initial stages of the small business management education program
it is suggested that one story appear eath week in the news. A repre-
sentative of the local press will be helpful. If such a person has
time available, an appointment to the advisory committee should be
considered. If the instructor does not feel qualified to write news
stories, the news person is usually willing to prepare the story if
given adequate information. Human interest material should not be

“overlooked.

Radio and television stations usually welcome opportunities to schedule
‘material for public service time. Stations should be contacted to )
determine what may be available. Spots usually run from fifteen to
thirty seconds; talks and interviews are longer. Half hour programs
dealing with community topics may sometimes.be available. When such

- opportunities are provided, quality performance should be provided.

When dealing with several news outlets, discretion should be used in
releasing such materials. Every attempt should be made to maintain
fairness and neutrality. Release time should be indicated to avoid
anyone getting a "scoop' advantage.

N »

Organizations ranging from Chambers of Commerce to chureﬁ/;ffiliated
clubs are interested in both community activities and program material.
No instructor has the time to make all of the possible contacts
available. Speaking invitations need not be limited to the instructor
alone, and advisory committee members, aréa school directors and school
superintendents might share in this responsibility.

The active service clubs such as Rotary, Kiwanis, Lions, Optimists, )
Sertoma and Toastmasters may also offer an opportunity for disseminating
information about the the S. B. M. Education program. The Chamber of

. Commerce can provide valuable information about these organizations in

'



the codmunity and other Opportunities-guch as company workshops and_u;;ﬁL
trade union activities. ‘ “v

N

‘gEven with favorable cooperation from various groups there will be a .
need) for one-to-one contact. Lettgrs and telephone’ conversations allow -
for a great number of personal contacts. They are of value in alérting
individuals about special articles, radio or television programs and [f
public meetings. Surveys may or may not include personal contact. o
Nothing is quite as effective as a personal visit. The main problem

-i{g-that it is time consuming. The visit should not interfere with i
another's schedule. It can be brief, yet cordial and productive. g

.‘Q

-In the pilot period of a small business management education prqgram, S
persomnal contact will be an essential part of public relatioms. ~ The 1 .
¥V )

instructor will need exposure in the community. He wil]l need to- make
personal contact with such key people as his school administratdrh,
- advisory committee members, people engaged in business, credit répresenta- ‘
’ tives, city and community officials and leaders in community orglhizatibns.
He should try to visit any person who is in a position to make a Eg;siblq%
contribution to the small business management education program. "
the first year, he will be able. to find more time to-expand his persoeﬁl .
contacts and draw on many new untapped resources for ever-broadening _ \i; ‘o
i,

support. : : .

MANAGEMENT PLAN . &
16 be mapped wias vy B

A detailed plan of action and timetable should be mapped out” as eaqu #
as possible in the developmental stages of the small business management o
education program. The instructor should chart his activities daily ..
to ensure that the tasks are completed according to plan. It is >
suggested that a large desk pad calendar be secured for this purpose.
This will provide a clear picture of the activities to be accomplished <r ‘,
prior to and then following the first class session. A sample, 1ist of
activities and a possible timetable to use as a frame of refere?ce migh
include the fgllowing: :

Publicity. Contact all area civic organizations and media byﬁ&heqagf of

August. . &

1. Local newspaper, radio, television
2. Community civic organizations

3. School administration

Recruitment. Recruitment should be compfeted by\thevend of the third
week in September. .

1. A letter describing the project to potential enrollees with an
' application that can be detached and returned.

/ !
. 2. Letter of acceptance including a notice of the first class meeting

(date, time, place, etc,)
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Advisory Council.  The members of the advisory council should be = e

appointed and the first meeting held by thg’end of ‘September.

1. After potential members have been contacted personally and have
agreed to serve, a letter should be sent officially asking if
they are willing to skrve. _ .

* 2. A letter of appointment to the advisory council with terms
clearly outlined will follow up an acceptance. It should include
a notice of the first meeting (time, place, date, etc.).

3. Detailed agenda of activities for the first meeting. Appropriate
arrangements could be made so that this meeting might take place
following a luncheon. " ’

Class Sessions. The first class session could be held around ;he{second
week in October. All students should receive at-the-business instruction
by the end of October. The management plan should contain a schedule of
class sessions, proposed gfqup meetifigs, business technology meetings, and
a definite provision for at-the-business instruction. A sample of the
management plan for a two month period is attached. . .
Again, this management pfan is a suggested calendar of events and must
~be adjusted to comply‘with local conditions.

A : )
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Chapter V. Securing Enroliment’

) ) : ( INTRODUCT 10N
RECRUITMENT PACKET

40




INTRODUCTION
The recruitment packet can be a useful tool in introducing the program °
to small businessmen who might benefit from participating in the program.
When used with a show-and-tell technique in the initial interview with
a potential enrollee, it serves as a pictoria1'descr1ption of what the
-management program has to offer. During the personal contact the instruc-
tor can modify his approach for each individual.
The -first section of the recruitment packet contains a sample 1etter
to potential enrollees. Presented here only as a model, this letter. should
be revised to fit the provisions of the particular school involved.

Next, a brief program description of what small business management is
all about can be used in a personil interview with those who express *

an interest in the program. It would be he1pfu1 to hgve a copy to leave -
with the enrollee after the interview. &

The remaining items illustrate purposes of the. progrga} who could benefit
from enrolling, places where instruction will take place, cost of the
program, benefits to be derived and a topical outline of the units of

- instruction. It is suggested that the instructor discuss the information

in the packet with“the potential student and encourage him to ask

questions so that he will gain a clear understanding of what the ‘pProgram
involves. : . . )

A certain degree of commitment is expected of the student in this program. -
If the operator decides during the interview to enroll in the .program,

he should be asked to sign an agreement such as the one provided in the
packet to participate and submit records for a year-end analysis. If

. he wishes to give the matter furthvr consideration, a copy of this agreement

" can be left with him.

The emphasis on family and personal goals should be stressed throughout
_ the interview. The illustration of a family tree is provided to help
make this concept more meaningful

Each instructor will have his own technique of interviewing pétential
students. This packet is provided only as a source of suggestions of
what kinds of information should be discussed prior to enrollments Some

‘ time spent in using the materials in this chapter to prepare an attractive
recruitment packet will pay dividends.

e
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September 8, 1975

Mr. Robert Q. Jones : o R
1551 Hughes Street: S ! P
Faribault, Minnesota

Dear Mr. -Jones:

When was the last time you and your family had an opportunity to sit
down together and really take a look at the operational phase of your
. business? Have your goals and objectives been clearly established? )
Are you happy in your work? Are your goals, objettives, ideas, attjtudes
and feelings shared with other members of the family? 1Is your busimess
making these goals a realitY or have they gotten lost somewhere in the
innumerable operations of making a living? :

If you are like many small business entrepreneurs today, these are Lo
questions which are seldom probed. It is quite common to lose track

of where one is going, only to wake up one day and ask, "Where have I
been?", '"What have I accomplished?"

A new course of study is now underway at the Faribault Areég¥ocaﬁ'gnal-
Technical Institute designed solely for the purpose of assisting

small business operator. The major emphasis‘will be on improving the
effectiveness, efficiency and organizgtion of the businesgfto meet

~ family and business goals. These classes will provide an opportunity
for business families to study the strengths and weaknesses of their
business in depth and to find ways to improve the business so that family
and business goals can be met. » -

s

Good business and household records for a comprehensive analysis of the
business, along with a study ofgithe principles of business management
will serve :.as the basis for group and individual instruction. Becayse
what happens in the business affects the family, we urge that family
memberé also participate in the course. Husbands and wives are urged to
- attend as a family unit since the business supports the family and,
conversely, the family supports the “business.

Enrollment this year will be limited to twenty families. The fee per
family is $20.00, which includes paper, pencils, notebook, bookkeeping
records and attach& case. -The starting date is October.6, 1975, with
one two-and-a-half hour class session each month.: A portion of the class -
time will be set aside to give the participants a chance to share their
experiences with each other informally over refreshments.’

For additional information please call 33é 8760. To indicate your
interest in the program, complete the enclosed form and return it to us
as soon as possible.

,Sincerely,

Small Business Management Coordinator - SR
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. SMALL BﬁSINESS MANAGEMENT EDUCATION PROGRAM }

Name

Home Address

Home‘Phoﬁe Business Phone -

Name of quiness T N

Business Address

Please check one:

I am interested in “hearing more about this program. ‘Please
'contact me. : :

I am interested in the program but cannot participate at this
time. o

-

I am not interested. '.

‘

/ Send to: Smali/Business Management Coordinator
' Faribault Area Vocational—Technical Institute

ot Faribault, Minnesota
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WHAT MANAGEMENT EDUCATION FOR SMALL BUSINESS IS ALL ABOUT
Management education for small business trepreneurs is not. new.
Short~term programs geared primarily tqﬁggsist the operator during the
initial stages of going into business aitd securing loans have long
existed. However, this three-year program developed by the Agricultural
Education Division of the University of Minnesota is a new approach
to management education. Monthly classes for operators of on-going
business concerns, monthly at-the-business instruction for each individual
family and long-term assistance by the instructor provide the;oppdrtunities
for the students to systematically analyze the business so'thgt decisions
can be made that will enable the family to attain its business and family

goals.

Simply stated, the job of the management program is to take the business
-and family from where they are to where they want to be. For some, L
"this may mean making.the business more profitable. For others, it

may mean organizing the business to give .the family more leisure: time.
These family and business goals are the keys to program direction.
Accurate recordkeeping is stressed in the first year of study followed

by two years of comprehensive study of business organization and analysis.
Small group instruction.is offered as needed to individuals who experience °

common management. problems.

Students and Their Responsibilities S @

Any business operator interested in improving his or her business so

it ‘can better meet business, family and personal goalg is a good
candidate for small business management education. 11 participants

are expected to keep an accurate, up—~to—-date record of all business
transactions and important family expenditures. They should also

attend class'regularly and be available for at-the-business instruction.
" They must submit the record of their business for careful analysis at the
close of the business year.

Since many.businesses are family operations, both husbands and wives
are encouraged to participate in the instructional program in class and
at-the-business. Family involvement is facilitated by the emphasis on
setting and working toward bus%ness and family goals. :

The School and Costs N

The small business nanagement program is opefated through local area
vocational-technical institutes, community colleges or public school
systems. Exact time and place are at the discretion of school directors

. and business instructors.

.The fee for the course is small considering that instruction, yearly
analysis of the business and reference materials are included in the
tuition.

Remember, the results are up to the student! At the end of tLe éhree-year
. course of study, students should be well on their way toward reaching
';he business and family goals they have set for themselves. (
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’1. INADEQUATE | SALES
- 2. HEAVY OPERATING EXPENSES
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"‘”‘*‘ADMlN.Exeénse 5000
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GOOD FINANCIAL
@ 0/2 MANAGEMENT '

1. Plan your capital requirements.
© 2.Balance equity and debt.
3.Avoid excessive fixed assels,

4. Maintain adequate
B - working capital.

P S. Avoid excessive inventories.

2velop banking connections.

vE . N .. ‘ . |
NG Dont borrow mor -
. than you need A\
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L SMALL
BUESINESs

! MANAGEMENT 1

C s

NIT I STIMULATING AN INTEREST IN SMALL BUSINESS MGT-
NIT T SHOWING THE NEED FOR SMALL BUSINESS RECORDS.

NITIIT * MEASURE OF SMALL BUSINESS FAMILY PROGRESS 2USES  « .
OF SMALLRUSINESS AND HOME RECORDS. . ‘,

NITIV" WHY ARE [NVENTORIES AN IMPORTANT PART OF
- SMALL BUSINESS RECORDS 2 —

NT Y KEEPING SMALL BUSINESS AGCOUNTS CUORRENT.
NTYT THE BALANCE SHEET AND MONTHLY SOMMARY,
{ITML CASH FLOW AND CASH FLOW PROJECTIONS -
{TYIT EMPLOYERS' RECORDS : SOC.SEC. € INCOME TAX.

T IX™ UNEMPLOYMENT COMP, . WORKMENS COMP. € FAIR.
LABOR STANDARDS ACT , OSHA & SAFETY CONSIDERATIONS.

T X__EMPLOYER—EMPLOYEE RELATIONS. -

IT XT THE DEPRECIATION SCHEDULE. .

IIT XIT INCOME TAX MANAGEMENT.

T XIT THE END OF YYEAR. INVENTORY, |

IMT XIN' CLOSING THE RECORD BooK FOR ANALYSIS,

BIBLIO&GRAPHY
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X MANMGEMENT 2
MALL BUSINESS ALY L

INIT I CALCOLATING INCOME, SELF-EMPLOYMENT _
- AND SOCAL &ECIRITY TAXES -
NITIT MEASURES OF SMALL BUSINESS PROFIT
NITIT MEASURES OF SMALL BUSINESS Size |
NIT IV GENERAL INTERPRETATION OF THE ANALYSIS
NT ¥ THE IMPORTANCE OF INVENTORIES
NI VL ANALYZ NG THE' CUSTOMER SERVICE DEPARTMENT
NTYIT ANALYZING THE SIZE OF BUSINESS |

NTVIT ANALYZING MECHAN IZATION, LABOR ., GRDIPMENT
- .AND BOLDING COSTS . I
" T ANALYZING MAJOR DEPARTMENT EFFICIENCIES |
T X EVALUATION OF THE SMALL BUSINESS
ITXT INCOME TAX PLANNING AND MANASEMENT
T XL CLOSING THE SMALL BUSINESS ACCOUNT BOOK
- _FOR ANALYSIS - .

BIBLIOGRAPHY




UNIT TOPICS—
S\ swa
~"; - MANAGEAMENT S

SMUALL BEWESS REORGINVIZATION

NITI, ATTRIBUTESo=SUCCESSFUL SMAL-BUSINESS ENTREPRENERS

UITIE DETERMINING ™eMOST PROFITABLE LEVEL OF OPERATION.

NITIT SELECTION OF DEPARTMENTS . ‘

MTIC WHAT DO TWO YEARS OF RECORDS MEANZ |

ITY EVALUATING THE CUSTONIER SERVICE DEPARTMENTS.

T IT EVALUATING THE MAJOR. DEPARTMENTS.

NIT VT QVALDATING- OVERHEAD o GENERAL BUSINESS COBTS.

NTYIT MAXIMIZING- INCOME. ,

{TIX MAXIMIZING- [NCOME ... CONTINUED.

IT X" MAXIMIZING INCOME... CONTINUED.

UTXL SITE,BOILDINGS ,MERCHANDISE HANDLING-

TXIT PLANNING TRANS ITIONAL STAG6ES-
 BRLIOGRAPHY
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SALES EXPENSES
"\

6; ;
=SifE=

~ TYPES OF RECORDS .
BUBINESS AND PERSONAL
SALES

1. SALES AND CASH RECEIPTS
2. ACCOUNTS RECENABLE

PLRCHASES
1.ACCOUNTS PAYABLE

EXOENSES — -
1.BAD DEBTS

2 .DEPRECIATION |
3.CONTRIBUTION AND OTHER DEDUCHONS |

4. DISTRIBUTION... UTILTIES,SUPPLIES, RENT, ETC. .

SUNMARY ——— - -

1. STATEMENT OF INCOME |
2 BALANCE SHEET | >

SEEC/AL
1. INDNIDUAL.'PAYROL.L
2. INVENTORY -

- 3. DEPRECIATION SC.HE‘DUL_E
4. NOTE.—‘?; PAYABLE " 58

&25‘ INSURANCE RECORD |
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ANYONE WHO IS INTERESTED IN IMPROVING-
THEIR RUSINESS SO IT CAN BETTER MEET
PERSONAL AND FAMILY GOALS“IS A GOOD
CANDIDATE FOR. SMALL BUSINESS MANA@EMENT
INSTRUCTION,  SINCE' MANY RUSINESSES ARE'
FAMILY OPERATIONS, BOTH HUSBANDS AND

WIVES ARE ENCOURAGED _fb'PAR'I'ICIPATE' lN
THE INSTRUCT‘]ONAL"PRO@PAM IN CLASS

AND IN THE RUSINESS.
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ALL COOPERATORS AIRE EXPEC.TED e}
- KEEP AN ACCURATE,, UP-TO-DATE RECORD OF

ALLBUSINESS TRANSACTIONS AND IMPORTANT
FAMILY EXPENDITURES. THEY SHOULD ALSO
ATTEND CLASS REGULARLY AND BE AAILABLE
“FOR AT-THE-BUSINESS. INSTROCTION . THEY
MUST SUBMIT THE RECORD OF THEIR
BUSINESS FOR CAREFUL ANALYGIS AT THE CLOSE
OF THE 'BOSINESS YEAR.

- 61
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THE COURSE OF STUDY IS
PLANNED FOR A THREE YEAR PERIOD. |
ONE. FORMAL CLASS SESSION WILL BE
'HELD EACH MONTH. THE INSTROCTOR WILL
VISIT YOUR PLACE OF BOSINESS AT LEAST™
*ONCE PER MONTH To OFFER. ANY
INDIVIDUAL INSTROCTION  THAT MAY
BE NEEDED.

- /62 '
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INSTRUCTION
SEARS ANALYSIS |

‘ ne:azem; NATERIALS
=3
g .-:—”"

How MUCH WILL IT COST 7

THE FEE FOR THE COURSE WILL

" BE $____. INSTRUCTION, A YEARLY
ANALYSIS OF YOUR BUSINESS AND |
SOME REFERENCE MATERIALS WILL.
BE COVERED BY THE FEE. NO

~ OTHER COSTS ARE ANTICIPATED.
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THE RESULTS ¢

THE RESOLTS ARE UP TO YOU. AT

THE END OF THE THREE YEAR
COURSE YOU SHOOLD BE WELL ON

YOUR WAY TOWARD REACHING- YOUR.
PERONAL  AND. FAMILY GOALS.
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* Small Business Management

' o prepe——

THIS CERTIFIES THAT _ o HAS PARTICIPATED
IN THE SHALL BUSINESS MAMAGENENT EDUCATION PROGRAM FOR ADULTS
SPONSORED  BY  THE

AND THROUGH SUCH PARTICIPATION , HAS DEMONSTRATED AN INTEREST

IN COMMUNITY AND SELF-IMPROVEMENT,

DATE
UNIVERSITY OF MINNESOTA | INSTRUCTOR
COOPERATING AGENCY SMALL BUSINESS MANAGEMENT
| | 1
PROJECT DIRECTOR -
SMALL BUSINESS MANAGEMENT PROGRAM DIRECTOR

LS
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SMALL BUSINESS ANALYSIS AGREEMENT
As a cooperator in the Vocational Small Business Management Analysis
Program, I hereby agree to the following provisions: )
1. That T will use a record keeping system that is adequate
for business analysis during the year and will keep
‘these records to the best of my &bility: N
a. Inventories
b. Cash expenses and receipts
c¢. Non-business assets and liabilities
.2. That T will make a tuition payment of § ‘per .
3. Thati'I will attend group meetings of the émall Business
Management Program regularly.
4. That 1 will submit my account book for analysis in January
of the following year.
‘ - i ':‘"}
As a representative of the Small Business Management Department, in .
cooperation with the Agriculture Educati partment, University of
Minnesota, 1 agree to provide the following to the small sbusiness
cooperator: MJ(

a

;A,Bdginess Account Book, free of charge.

2. Assistance with establishing beginning inventories, and all
other beginning entries. -

b

3. To check the cooperator's record book periodically for
accuracy and completeness.

4. To assist the cooperator with the preparation of necessary
income tax forms at the end of the year.

5. At the end of the year, to prepare such necessary close-out
summaries, and other additignal forms as will be required by
the janalysis center.

6. To submit the record book to the analysis center.

7. To provide the cooperator with a copy of the completed analysis
from his own business. To discuss with him the results of this
analysis, particularly as to how it may be used to further ‘
improve his business.

¥

8. To keep all matters pertaining to his business strictly
confidential. .

Date

. ! (Small Business Cooperator)
Received $*

o | . 87

(Small Business Management Instructor)
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GENERAL-CHARACTERIST‘ES .
The adult education program in small business management is organized ip
¢, such a way Was to facilitate the achievement of the overall goals and
objectives of the business family. In order to be effective in meeting
the needs of the cooperating-small business families, it is systematized
around basic. principles of business management. : o

Adult instruction in small business management, not unlike other cquféesn-
offered in the public schools, must have the following five chhragteristics
to reap the maximum benefits from the program:

. Specific enrollees in each course. ¢ = : _ y
. Specific units taught as part of each course. )
. A definite and regular sequence of couxses. ‘
-Continuity between courses with progréésion toward the most
effective business organization and greatest operating ficiency.-
Individual ét-theibusiness instruction as an integral'i\.t of the

- _ " teaching plan. o " .

BWN -

wn

As these five features rerénalyzed, the importance of each becomes

.. apparent. The. class enroliment must be definite and limited to the
number that can be given individual attention and at-the-business
instruction. LIn_addition;'an'inStpuctor cannot overlook the physical
limitations of the available facilities. If classroom.facilities can
handle twenty students, forty should not be enrolled in the class. A.
- small business management instructor would not consider teaching a course
in records and reco;dkeepinghpntil a long range teaching plan‘has been

. -devised. Individuals should have the first lesson before going on to

‘the second. The student should learn some of the reasons for keeping
records’ before getting into 'the mechanics of the actual recordkeeping.

‘;_From the outset, a business management instructor can expect to be
faced with such questions-as, "Should I expand my husiness?" This is
" the kind of question that cannot be answered until many others have been
.answered, like "How profitable is your present business?'" and '""Should
'you get better before you get bigger?" The business operator would have
to find out many other kinds of i ation before the original question
can be answered. Ipn some cases, -1¥ will be possible to refer to records
. that have been kept to find the information needed. ..In many cases, :
however, the operator will have to begén'keeping A pd of records
that will eventually provide the basis*for an answ ‘ '

-
;
- s

‘The educational program in small business management st begin with a
good foundation. The educational'activitigs will help the families with
" .the first step, that of building up a stockpile of infprmation about.

‘their business upon which they can base later judgments. The best way
to accomplish this is to develop a good set of business records. The -

_ various uses which gauld be made of record information should be

% 1llustrated so fa?%%ies,realize that every entry will have some future
valué. Using the kakéepingﬂand Tax Record for Merchants facilitates
uniformity ip the entries, simplifies teaching the mechanics of record-
Keeping, and makes possible a comparative analysis of the data at the end

of the yéag. IR
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SMALL BUSINESS MANAGEMENT I

The first year may be called "Small Business Management I," or "Beginning
Small Business Management.” The course deals with the reasons for
keeping records, what records to keep, and how to keep them easily and
accurately.  Since 'most small businesses are year-round operations,
recordkeeping is also done year-round. Organized class meetings are
scheduled throughout the year, with meetings held more frequently than
once a month in lake fall and early winter when the new year's records
are being started and the past year's records are being completed.

Individualized at—the-business instruction will accomplish several purposes
during the first year. It will enable the instructor to become acquainted

~'with the operator's business and family and to gain their cénfidence. The

kind of relationship between instructor and family developed during this
time will affect the degree of success which the family has in successive

8

years in the management. program. . v

' Ta
Some at-the-business visits during this year will be devoted torimproving
business practices that are not related directly to efficient management.
Manv times, work of this kind--thofigh relatively unimportant as far as
the whole business operation is concerned--furnishes the opportunity
to develop better communication between the instructor and the small’
business family. A business or home visit each month during the first
year in addition to one or more class meetings per month, should provide
the kind of contact needed to maintain a high level of interest and to
deal with problems re1ated to keeping and using the small business accounts
In addition, -at- -the-business’ instruction %grnishes opportunities for
instruction in, business accounting problems that required the kind of
personal attention not possible in.'a larger group. It also allows the

. instructor to observe and review other business practices while ‘at the

bus1ness. Closing out the account book and sending it to the appropriate
computer center for analysis will tomplete -the first year of instruction.

SMALL BUSINESS MANAGEMENT II

Because management education is a continuing program, there is no natural

' break between Small Business Management I and Small Business Management II.

The second year of instruction which begins in January and continues
through December, may be called "Small Business Analysis' or another
appropriate title. .The program of instruction for the second year puts °

‘particular emphasis on the interpretation of the first year's analysis.

The first two or three teaching units deal with income tax calculation and
other background information useful in’ understanding the -analysis. The
analysis interpgetation itself begins inzMarch or" Aprd 1, depending on when
the analysis for_the past year's record: is'return l"\m the analysis
tenter. If the cbmplete ana1ysis summary '1s not /f vailable, fhe March
meeting can be based onh general information obtal ed from the. individual S
preliminary reports of cooperators. Aththis tlme‘"mbst or all of the
fadmilies should have received their preliminary reflprts and will ble eagef ;i
to begin study of the first complete analysis of thgir business. u' - 'ﬁ
. EA Lokl Y“
Many .of the lessons in Small Business Management ﬂ& center .around exampleg
of” the application of sound management and economic principles. . Whilé'~ Y
the principles themselves are often not explicitly identified, the .3 .

instructor should be alert tO the opdetuni 5’to identify the principles

[

. >
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with which the unit is concerned and’ to explain ‘the nature of the principles
to his small business families. . :

fzSMALL BUSINESS MANAGEMENT IIT

The continuation of families into Small Business Management I1I, "Small

" Business Reorganization' will occur without fanfare. This advancéﬁént

into a third year of management education follows the preceding instruction

in such a nat@ral way that families will not especially be aware of how .
“intensivé the study is which they pre making of their business.

These families have been meeting together for more than two years. They
are likely to discuss issues and problems with the group that would

have been kept-strictly to themselves when they first entered the program
Their participation ,will bec¢ome increasingly more flexible as thé year .
progresses. At-the-business‘instruction will also become more flexible

and individualized as some of the families begin to make changes in their
businesses as a result of the two years of study. ~

To some families, adjustments or changes in management practices will be
major accomplishments. Others will already be considering major changes
in departmental or business organization. The job of the small business
management instructor should mever be to retard progress. During the

+ third year of management education some families may think they are ready

for major chamges in their departmentai or business otrganization, when in

reality they should do a good uea1 more investigqtion and planning befote

reorganization is undertaken. ' The instru\tnr‘should strongly drge these

tamilies to complete the planning phase before beginning any major changes.
\

~_
Each instructor may wish to change the emphasis during this-third year.
His community is different from any other and each of the small business
management groups within the same community may.also have different
interests and different approaches to their own probl . Whatever the
emphasis, it is important that the instruction remain systematic and

well planned. . ] ,

-
While this course of study does .not contain a lesson outline for units
beyond the third year, this should not be interpreted as placing little -
value on continuing instruction. Experience in other management programs
has shown that some families require and desire the most assistance
beyond the third year. As they plan a reorganization of their business,
they- need additional help in searching out the alternatives and evaluating
the outcomes of their many possible decisions. Research on other manage-
ment instructional programs continuing well beyond the third year
demonstrates the highest returns for’ educational investment beginning.
with the sixth and seventh ‘years. .

4

BUSINESS MANAGEMENT INSTRUCTION

The business management phase must have accurate and realistic data as
the starting point from which to analyze the present situation, locate
problems and aid in setting up objectives. Information about the
business is also essential to eva1uate rqsources. There is only one
realistic place to go for such source material and that is to a record
of the business and home transactions. No other source can provide the
data necessary for sound planning. A full business cycle is necessary

no
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vy . { :
before any complete summaries can be made foﬁ use in the first four steps
of the decision process. The first year, of the business management
program will focus on motivating famil?ﬁa to keep good records, informing
them how to do it, and giving them an_igsight into the uses that can be

made of the business record. '

The business management component is the foundation for the entire adult
pfogram of instruction. Business operators and their families are enrolled
+1n a particular course composed of specific, sequential units of instruction.

“ This study of business management is spread over a period of at least
three years to allow families to put into practice what they learn in the
classroom and to carry out programs to reach-.their object}vejs

© s

Management is primarily a decision-making process. To bé sccessful in
management instruction, it is important that structors understand the
logical organization of activity which leads to Wwaking a sound decision.’
The topics which are suggested in the lessons for buziness management

' follow the sequence suggested by the ten steps in the decision-making

process. These steps are as follows:

Analyze the present situation

Locate the problems

Set up objectives or goals

Size up the resources

Look for possible alternatives

Consider probable consequences and outcomes
Evaluate the expected’results

Decide on the course of action

Put the plan into effect

Evaluate the results of the decision

OCWONRUV P WN
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Since a small business is a dynamic enterprise, it is not possible to
locate a problem, consider and choose from among the altermatives, put

a new plan into effect and expect the job of business management to be
completed. Management decision-making is a continuous process with new
problems cropping up and appropriate solutions being /found. It is

likely that several problems will be in various stages of the decision
process "at any one time. For some problems the small business operator
may be establishing goals. For another problem, the present situation

is still being analyzed, while for still another, a particular course

of action to implement is being chosen. The management education program
is simply the starting point in the overall evaluation of the small
business and a systematized approach to solving problems that will
follow. )
Developing an understanding of-.the basic economic and management
principles is an important activity in management instruction. Many of the
units of instruction in Volume III contain examples of the direct appli-
cation of economic principles to small businesses even though the ®
principles may not be identified as such in the text. Instructors should
be alert to the opportunities to inform the students and their families
of the principles which apply' to the problems they are studying. However,
instructors should avoid directing disproportionate attention to defining
and discussing the principles of economics unless thereg 1s opportunity

to make direct application of the principle to the businesses represented

in the class. Lie

Q . 7’23
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The instructor should take care to get acquainted with the family and
the business without seeming to pry. Care must also be taken to keep
all discussions and problems of the family on a strictly confidential
basis. Any breach of this rule can have nothing but harmful effects.
The need for confidentiality will offer no problem to the instructor -
who uses sound judgment. This applies to classroom discussion as well.

'Many families enjoy discussing their business enterprise and will often

inject comments about problems in their busine into class discussion.
Others, however, are more sensitive about publi& discussion of their

private business.

The effort expended'on keeping complete business and home records is

wasted unless good use is made of them. Although complete summaries

cannot be made until a full business cycle has been completed, the
accounts kept during the first year can be useful in ssveral ways, such

1. Checking inventories ‘
2. Prowlding credit information
3. Checkdng cash balances and cash flow .
4. Planning for income tax : .

5. Collecting an historical record of prices.

s

Any of this information that can be put :to good use during the year will
make the families more aware of the value of these records and further
motivate them to keep accurate and current accounts. .,

BUSINESS TECHNOLOGY TNSTRUCTION

Although top priority in the small business management education program
has been put on how to make management decisions based on an accurate
analysis of the® business operation, it does not mean that the study of
business technology is not an important part of the complete program.

The instructor has the responsibility of providing three avenues by
which the small business operator can acquire information on business
technology. The first is through an adequate library of refe;ence
materials available to the class. This library on relevant business
topics enables individual class members to seek answers to a wide range
of specific questions, including those in the many areas of business

technology.

The second way in which the operator has access to information on
business technology is through consultation with the instructor during-
business or home visits, drawing on his or her insights and experience
to identify and jointly find solutions to particular ‘problems or to make
improvements in the operation of the business. An innovativé instructor
will be able to weave much instruction on business technology into these

visits.

The third way is through participation in a series of classes on various
aspects of business technology, which balances#ind complement the management
instruction. The purpose of these classes is to provide opportunities

‘for small business entrepreneurs in the small business managemengfprogram i
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- R 7 }:ge«to» g'et‘ui): tohﬁate \;deas and techniques
U “on busipes; techno“l 7 n a systemat"ic fas ion.. This purpose can be
"+ . agconiplished by " one or more,,courses each yedr on topics such as advertising,
- T emplbyer/employee _elatii-a-s business security,~office maghines, -public
B pnS and ch' su‘bJec;ts of” value-rto the operators.™ Topics to be
. \ - st ";l"s'hou fd. h_e cho‘sen oi the ba is of the&needs and interests of the

IS a .

. ”?pective student? f "\ “>..:

f qé*» 3 "I’he ,buswiness chnologxmponent fits’ An "well with business management

' f'"'f ‘two respects8’s Firs it fyrnisghes opportunities to members of the

. e small busine*éﬁnanage t group to. sharpen up particular aspects of their
"' . business. found'to ‘be wghk .tHrough the small business analysis. Second,

. it provides a common Meeﬂing ‘ground for the small business management

,_»'C,instructor and oggii small bus1ness operators who may be prospective

~members of the s ?ﬁusiﬁess management class. :

It is suggested that the instructor make use of business consultants,
bankers, successful business entrepreneurs and other qualified people who
have expertise in specific areas of business technology to assist in
presenting these classes. The business technology phase may also provide
an excellent opportunity for cooperative programming with the instructor
and/or teacher-coordinator in distributive education. A short course in
office machines would offer another opportunity for cooperative programming.

LT,
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Chapter VH.
Evaluation of ‘Instrucpﬁon_ and Students

" {NTRODUCTION
INSTRUMENTS

£J{ﬁ:‘i I 75

Full Tt Provided by ERIC.
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INTRODUCRION

The term "evaluation" as used in this manual refers to the task of making'
judgments about the worth or value of a program based upon the attitude
and performance of the instructor and students.

As new programs are started, the teans for evaluation should be built

into them. Evaluation may be conducted periodically, on a continuing or on
a repetitive basis. It is of value to those implementing this program

to determine if the program is meeting the individual needs of people

with varied experience and professional education.

It is suggested that the instructor make an assessment of his attitudes
prior to the first class session with the instrument on "Instructor‘ ,
and Instruction Evaluation."” The "Instrument For Teacher Self-Assedfent'
should also be taken once in the initial stages of the program, following
the first lesson and prior to the second. It should help him take an

" honest look at himself and assess his attitudes and his work habits.

'Two. instruments to evaluate students -early in the class year have also

" been designed. The first of these, the "Business Attitudinal Inventory,"

,..deals strictly with attitude assessment. The second item, the "Norper

" Test on Profit Maximizing Principles for Small Business," is to measure
the students' knowledge of economic principles. 1It, is suggested that
the students not be graded at this time._-The-rgsuf%s will serve as a- -
basis for comparison with the results of the same tests administered
after two or three years of participation in t _program and they "
should be stored for future use. Hopefully thfs”comparison will indicate
how much progress the student has made in his ufiderstanding of economic

principles, and whether his attitudes have changed.

i
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INSTRUCTOR AND INSTRUCTION EVALUATION

2Indicate)your choice-with a check ( ) mark:

Very Impo;tgnt
Important

Some Value

Little or No Value

gaow >
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The instructor should have expertise iIn educational

methods of business management for this position.

The instructor should have a college degree.

' The instructor’ should have had actual successful

business experience in operating his own business.

I3

The instructor should have had broad experience'dn_é &
management capacity as an employee.

. ?
The instructor should be an expert in business récords.

The instructor should have an interest in and
appreciation of business records.

- The instructof shoﬁld consider bueiness records

one of his top teaching priorities.

The instructor should be a student as well as an
instructor.

The instructor sﬁ%uld be involved in the community.

The 'instrucyor should be outspoken about an issue.

Instrucgbr activities should include ‘a strong emphasis

=rectors should be held to advise of the progress

N/ of "the program’ and to report any problems.

The ipstructor should maintain the respect of his class.|-

The instructor should be admired by his class by being
a "buddy-buddy."

‘The instructor should seek student's evaluation of the

instructor.

The instructor should spend considerable time in

preparing for class activities. .
t

Class members need an instructor they can appreciate.

The instructor should seek direction and accept

™

the suggestions of class members. 77




19.
* 20,

21.

.22.
23.
24,
25.

.ngZG.
27.

28.

29.

30‘- ',

31.

32.

33.

34.

35.

36.

should be kept in the strictest confidencef

. restrained.

‘'session to insure desirable communication. -

' The class should have some organizational structure

: . [
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Business and personal information regarding students

Class members who monopolize diSCussions should be

Meetings should begin promptly and close on time.

Aii meetings and appointments should be kept as

scheduled.

Class members should be contacted by telephone for

changes in scheduled activjties.,

The instructor should seek and receive supervisory
evaluation,

The instructor should seek'#tudents' evaluation of the
instructor.

The first year program is a pilot effort and should be

representative of the business community.

The first year program should be selective to provide

for maximum instructional possibilities.

A democratic philosophy of education is one which
recognizes everyone may offer a suggestion that may be
valid and valuable.

The instruct®r should provide for student evaluation 4
of the program,

Class members should get acquainted at the first

for developing instructional and group activities.

Class members should be encouraged to suggest course
content.

The instructor should prepare teaching materials that

willdprqyide opportunities for learning experiences.

Instructional preparation should allow flexibility to
adjust to developing situations.

Preparation is necessary for all phases of instruction--
classroom, small ‘group and individual. .

Instruction should be planned to prevent anyone,
including the instructor, from monopolizing the g

discussion. .

A
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37.

38.

39.

40.

Classes and other instructional activities should
provide a variety of experiences.

All assignments should be organized around a concrete
otjective.

The course organization should prowyide a climate for
stimulating interest and activity. .

The instructor should provide reference resources for
class members.

\

o

T
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INSTR T FOR TEACHER SELF—ASSESSMENT T

Since thoughtful self-asse ent is essential to the improvement of
cghching effectiveness, the utilization of the guide after conducting
the first class session is encouraged. An optional rating scale has
been included for use should you be interested in rating each item.

Excellent °

' ~ A
B Very Good
. C Good '
Q Fair
E Poor
: AIB|C]|D
1. I organized the course material  in a logical sequence.
2. I explained the objeccives of the course. :¥“v
\

3. My presentations were well organized.

4. I-knew my subject matter well for this class session. i

5. I clearly identified and explained the major ideas
of the subject. .

6. I effectively related my classroom instruction to the
.development of appropriate skills.

7. T used apprOprlate teaching aids and audio visual
materials. -

I sought to activdw involve the students in the class.

(\
9., I made the best possible use of class time.

._' *

10.7 "I brOughE enthusiasm to my teaching.

11;_ I was conscious of the reasons for students enrolling

in the class.

12. I was concerned with the classroom needs of the'
' students.

13. 'I was able to determine when the students did not
understand my presentation. |’

/
/

14. I was -able to help scudents splve ‘the problems they
brought to class. /

-

15. I was aware of the importance of the following

attributes in myself:
a. Personal appearance/

b. Humility

c. Speech

d. Sinceriay

e. Mannerisms

f. Sense of humor

t
{

8D



72

~\NORPER TEST ON PROFIT MAXIMIZING PRINCIPLES
FOR SMALL BUSINESsl
-/ University of Minnesota «
Division of Agricultural Education

~Indicate the best answer by placing the corresponding letter in the space
provided.

Ay
\

1. The merchant is told he can obtain an increase in his total sales by
spending an additional $50 per week in advertising. He thinks this would
be good so he spends dg additional $100 per week in advertising. Which

F of the following is most likely to occur?

a. Weekly sales will be doubled.

b. Weekly sales will remain the same.

¢. Weekly sales will increase but not double.

d. Weekly sales will decr*. . .

2. A wholesaler is able .to sell 70 refrigerator units per week with his
present staff and advertising campaign. By increasing one factor--the
2 number of over-the-road salesmen-~he will increase his sales. He can
sell an additional 12 units by adding one salesman; adding a second
salesman would increase sales by 6 more units; and a third salesman
could be expected to increase sales by still two moxg units. If refri-
gerator units clear a profit above costs (not inclu g sales costs) of
$40 per unit and sales costs incdluding salary are $200 pel
@ how many salesmen should be employed? '
a. No additional salesmen
., b. One salesman
"mc. Two salesmen
d.* Three salesmen

3. Purchasing a larger piece of equipment in order to reduce the cost requited
to complete a particular operation is feasible if:

a savings in labor is less than the cost of owning the 1arger machine.

there is sufficient capital available.

the savings in labor is equal to the cost of owning the 1arger machine.

the value of labor saved is greater than the cost of owning the

larger machine.

anp o

"

4. Up to digging time, a nurseryman has spent $400~in a shrub plot for labor,
plants, chemicals and machine costs on his juniper shrub nursery.
Competition from a local chain nursery has reduced the price he can expect
to receive and a severe drought has reduced the number of harvestable
shrubs. He has an anticipated price of $3.00/shrub and an anticipated
yield of only 100 shrubs. Assuming that the crop of shrubs can be

- arvested and sold for a cost of $100, the nursery‘man should:
Assume his loss of the crop and leave the shrubs ip the field.
b. harvest the shrub crop and sell through normal channels.
c. sell the shrubs in the field to a wholesaler -mﬂ.hr responsible for
the harvest) for $150. : ' ' ,
d. offer a dig-your-own saléagt $1 75/shfub .

r

- Iadapted from McCormick's Test of Profit Maximizing Prinqﬁgze;.
. “ e ;




5.

6.

73

Assuming a businessman with limited capital can get $4.00 return for

each $1.00 invested in new display equipment, he should invest his 1limited
capital in some other part of the business (in a new bookkeeping system,
for example) "1if:

a.
b.

C.

d.

net profit.in the business will be increased.

investments in a new bookkeepinggsystem returns at least $4.00 for
each $1.00 of added. costs. , _
investment in a new bookkeeping system returns more to net profit
than Investment. in display equipment.

investment in the new bookkeeping system increases sales, improves
creditscollections and adds to gross income.

' .

The U-Drive~It auto rental is considering gxpansion}\ The total costs

and returns from adding cars to its operation have been calculated as

follows: : ]
Additional Cars Cost Of Each Added Auto Total Return

0 $ 0 ' N $40,000

1 3,000 : 48,000

2 3,000 54,000

3 3,000 ' 59,000

4 "3,000 . 63,500

2 3,000 66,500

6 3,000 67,000

How many autos should U-Drive-It add to get the highest net profit?

a.
b.
c.

o

.
2.

“

AN

\

7.+ Assume that 100# of fertilizer for youg garden *ore can be produced by

8.

either 60# of ingredient A and 40# of

ngredient B, or 50# of ingredient A

and 50# of ingredient C. Which item(s) should you consider before making
a decision to mix the fertilizer? L

a.
b?
c.

a. !

The price of A and B per pound
The price of B and C per pound ——— T

The market price of the mixed fertilizer - e

the price of A, B and C per vound g O~

Referring to fixed costs such as insurance and taxes -and variable costs \
#such as utilities and maintenance as they relate to the business enterprise,-

“which costs must be paid by the owner even if no business is transxacted‘7

a.
b.
c.
d.

Both variable and fixed cost9 _

Variable costs . . e

Fixed costs . )

Neither variable nor fixed costs T

9. If the last unit of a supply of a commodity gave as much want satisfactiqn

as

a.

b.
c.
d.

the first unit acquired there would be no:
demand. X »

need for a budget. - ﬁ'

law of diminishing utility. -
primary physical wants. '
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10. Based on the table below, what should a businessman with $1000 capital
to invest in his hardware store inves@-the most in?.

PO . - Return/$100 Investment - .
Capital Bonds - & Buildings Serviae Equip. Display Equip.
~1st $100 ° - $106 $155 ° "7 81 _ ~ 8170
2nd _#100 . 106 . 148 . 14 ' © . 160
. 3rd $100 106 136 y - 139 151
- 4th $ioo 106 115 4 . 135) ‘ 140
5th $100 . 106 - 100 + 130 -» 136
“a. Bonds . o e ‘
b. Buildings ' ' o T ) ‘
c. Service equipment o ¢ o Sk
d. Display. equipment : . . ¢ -,5j . '

'll.} In analyzing the business, depreciation shQulg be considered as:

a. a variable cost. S o K
_'b. a fixed cost. S - .u“"}-. - B .
3 c. an opportunity cost. ‘ L ‘zg K W - ,
" d. an operating coS8t. e . j A .- , o , .
. ”»5 Wi ’ m . ..
12. 1In the'long run (usually 15-20- years), A. costs encountered in operating !
a -business become._ R N : ) . .
-y ‘a. variable costs. ;' T : o o i
b. fixed costs. ) : . e . : L AN
“c. Submarginal. . o - e o e -
dl capital costs. ’ , @ B 5:\; L ]a.ﬂf - -%
13;. With limited capital, a business operator. would tend tp inVest ‘his avdflable
~.  capital in: . oo . :
° a.. long-termbuilding imprdvemeqts. "’f ;i Tegfe e ;' Pl
b. quick turnover operationms.: } I e - Al
‘oc. new’ equipment. = . " ﬁ; Lo
labor-saving equ1pment. : s g}}”‘_ . -

14. With a capital 1nvestment of $5,000 an owner-operator c0uld inﬂtall ah yo ot
automatd¢ electrical system for controlling lighting, Security and inter amug'
It is estimated that this’ system would save approxgﬁately'300 hours ‘of . labor“37
per year. In order for the owner-operstqr 6 ‘make a sound decision oh ﬁhether
or not to invest in this systéﬁ what would he need to consider?

a.’ The possible return on the $5,000 if Tnvested elsewhere in the business -
b. Whether the labor saved could be profitably utilized elsewhere in,the

- . business .
. c.. The annual’fixed and variable costs for operating. and maintaining the
i new system . , . - - N ,

. d. All of the above
lg.n A small® tOol manufacturer has an average fixed cost of*$80/year for each
h ‘machine in his plant. Assuming that the variable cost-required to produce
each marketable tool set remairs the same,, if the owner increasesvthe et

annual output for éach hachine, he will:¢ . *iﬁ?
) a. lower ‘the per. unit cod¥ ‘of producing each tool set.
“ + - b. 1increase the per unit cost of producing each tool set.
P c. not affect the per unit cost ‘of. producing each’ tool: set “g' . '
' d. .decrease the gariable costs per tool set. ~ . _ g f ‘

R " P . . . P . .
) LI . - o . . . B
-~ s - . . e N . .
L] - ° . LR ‘. . B 2
! . . VAR . . . -
: . B L N . . o N e e H
. . : :

. - h . . .
. . - A




W%b‘ p1eme Y. l; ‘ctivity " enterprise such as a stdrm window core
v r ser ice in &y yard: ¥ o

e, compékes with- anbth_' enterprise ‘or activity but adds directly to the

ih " output gof that'-b g¥prise.

CR b. competes with cg%' her enterprises without adding to their productivity.

" . ¢. adds directly ;td" e productivity of another enterprise.

., % d. neither competes with nor adds to the production of another enterprise,

- - yet increases business income.v -

. pemr should adopt a pit conserving plan ‘

M " requiring an immediatef outlay of capital in order to insure a higher
~ income in five years § e

a. the present need

&. the current rate of nterestdpn borrowed money.

c. ' the potential for increasing his pit output. . ~

3. %¥%m a1l of the above. ' - >

L ]
1

=

: a businessman increases his investment in buildings and equipment without
. s¥¥creasing the volume of business, the cost per unit of sales:
i., "™ "a. decreases. . . . .
‘““ ' b. increases. :

-y

° o

. C. re ns the same. .
N d. variés with the size of the pperation. '

;ilg,“‘Based on the table below, if a businesswoman has $400 to invest in the present.
"/ . beauty salon business, how much should.she invest in hair-styling equipint
4 - fpr maximum net income?

_ Return to Investmert '
Hair StLAE@ip. ﬂélindow Display Beauty A:[ds/Supgl._ _'

$158 ® $155 , - $170
143 S , 148 - 160
LY 139 - . . 136 _ - 151
< - 135 R 115 . 140.

. 3 Lo

__20. Competing enterprises arqythose which compete with one another for'the -k
: use of a businessman's resources: if one enterprise is increased, the
other enterprises decrease. Therefote, all enterprises:
a. become compet] ive at some. point.,

. b. never become &ompletely competitive.: L - R
c. become helpful to es:h other at some point. as= = .
as~9eparate ‘business ventures. . N

. d. should be considere
21. A small sawmill operator, has a 25, acre woodlot with a good stand of
.young trees . that have .a ‘high" potential mj'ket value in 10 years. To
A ensure optimum growth,-a one-time, ca it investment of $20/acre is
required to rove: the woodlot. lich of the following kinds of
. operatdés shou¥d invest the nece - Lpitai i this enterprise’ »
' . An elderly operator with ample capital o -
b. A fatrly young operator with ample capital -+ ' ' C
c. An operator with other investments ‘which Willgpay a 10% annual return
d. a young operator withaneed for a guick return : ' y
: , . S ¢

l -.[//2”' .;‘ J“.E;41 : - .“@t




__22. To secure maxﬂbum profil in his busingss through increased sales, the
o business owne houlq ‘dd Ales personnel until: the cost of the
™ "~ additional sales personﬁ%l is: . ™%

a. .greater than the. neEwprofit on increased sales.
: b. less than the net - v&fit on increased sales.
¥ c. equal to the valu af the net profit on increased sales. . ‘
' " d. one-half the valuesbf the net profit on increased sales. U N

__23. 1If one hour of machine,accounting tipegiill substitute for 1.2 hours of
manual accounting of eﬁual effiefency, and if machine accounting is
available for $5.2p/hour while manual accounting coats $4.00/hour, the -
businessman whowwiswes to make the largest net income should: ' W
~.. a. do 68% of his, aécounting by machine and 32% manually. ’ : :
b. use only machine accounting.
c. use 20% machine accounting and 807 manual accounting.
v d. wuse only manuél accounting ’ . » : ‘ o
S 24, A businessman 'S profit will be greatest if .each unit of land, labor :
and capital is .ised: s
a. 1in such. agmanner that it will add most to gross business income. , '57
b.  on the departments or en grises within the business in which the
operator has the greatest terest.or ability.
"¢, 1in a manne% that will make the best use of his m’hagement ability
_d. to’ maximize the n returns to the scarcest resource.
_25. An innovative practice for increasing the business of a photography
shop has been demonstrated in a similar nearby community. The pract
should be adopted in your photography shop 1f: ‘
a. it will improve the quality of your product.
b. it will increase the business volume of the store. ‘
p e, dt will ingrease réceipts more than expenses. : "ﬁﬁﬁ .
' dd it will bring more customers to your shop. % . : S,

should substitutefmachinery

e cost of the labor saved.

_26. For maximum n@t returns, a sm#fl manufacturgg
for labor when: f.
s, cas, tEe annual cost of machine use is equal to

#E%"b:' e value of the labor saved is more than the annual cost of hine
A AN use. )
@ c. there is a.: limited suppl’*of labor. ‘ ' , -

d. the added machines will increase labor efficiency.

_27. 1t is profitable to borrow money to expand a business when:
‘a. -returns are greater than the cost of borrowing money.
b. money can be securéd at a low interest rate.
* c. the efficiency offithe business will be improved.
. d. the borrowed money will increasihthe volume of business.

i

,4.,.-
28, Assuming that a businessman is managing his business competently, the
las llar spemt on a factor of production such- as labor, machinery,
'p§%£:::ent assistance, etc., will yield a marginal or added return:
a. greater than the last dollar.earned from all other factors ‘of the business.
b. exactly equal to the last dollar earned from all other factors. t
‘ c. .less than §ilié last dollar earned from all other factors of“the business.
'&\}k/ at least : ce as large as the last dollar earned from all otherw’hctors. o
- S SRR TR )
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29. " As the .supply obf goods and services becomes less readily available on

3‘_ the open market, we can expect: .
.G, a. prices to become fixed. . 3 4
* b., no change ig price at all. =~ . . \.
c. an increase in price. : » -
", d. a decline in priced :
__30. Thegpocial funtion of the business &'m is to: ’ s e ¢
a. 'or anize the factors of production. e
é b. ply labor. ) ;.
C. secure an equitable distribution of goods. . v T : :
d. mefe a profit. o T L.

a. adjust to demand. : . ’ :

b. eliminate competition. . L oo
c. raise salaries. ' s 1
d. reduce wants. ' ¢ ‘

_31. To be successful, every producer of ‘good must attempt to:

, e

_32. ‘gther thing*eing equal, an increase in the price of 5 good wi‘ll increase
its: . . ) . . :

°

_ a. supply. . . ;
? b. demand. ' Cm
c. mark-up. ' L

" .d. utility.

_33. Combining enterprises within the business t ' G
advantagegus, particularly for: | . ’ T
a. the beginning businessmap with: ample ée‘p ?
b. an owner-operator with ullimited/ cap e 2
c. an owner-operator with limited ca i ; B RN

. d. the businessman who fai:lls to sh

__% For a spciety to be prosperou‘: an_ ample y i M onond ¢/ 28 B ’
" a. be fairly distributfed. S AT BNE r& SN e
b. be hoarded. Co
c. be sold at a prokit. . .
. ©* d. have value. Ly ‘%1&‘ _,j; . '._;;

_35., By diversifying e rprises withinilthe b

: in one major ente ise, the owner-operato’r
a. reduce @isk and“un ainty .

b. -decrease annual labor ef] ency. o
. C. fac;lelitate the use of mor labor-saving'd?i

Ld. -.@:oncentrate sa?s knowledge. . 4
. : e L

36 The princigle of d minishing utility helps to eﬁg&,ain" 3 ;
%. " a. the law of supply. . o R TA R

« b. the law of demand. K N . i,:? Voo
~." e. .variablé costs. Lot “ R
':‘;..w,‘ f:lxed.costs."’ R ‘ ' " . _. )¢ ‘
B ¥ - -;!v L
37. Bigness is least likely to be an advantage in’ a busines X
' a. fixed costs are greater than variahlg_costs./ : s".-jg.
- b. there are many by- oduct e uti"liz%i '

"¢+ men can be replace by machi .
d. addition* machines do not reduce undﬁ; costs. IR




- ,'“fi”> WmA,T:’
. ) _l' ‘ T m/
38. Which of these are alyays brought together in a markﬁf?

a. .Consumers and producers M
fb. ‘Debtors and creditors . 4% 1
. c. Buyers and sellers T ,_émﬁi-"Jf _
] id.. Middlemen and original pro"pers _ ‘ ;"e'ﬁ”.}“ﬁ:“‘ .

' With idmited capital, a business operqtpr would” tendAto invest his
.available capital inv S LT

T T L a lopg—term building '5’,;w
“b.*, (iuick turnover opez‘!lt&qﬁm o e
_ ¢« 'mew machinery or equipment b‘”‘ ¥
b d.: labor-saving devices. - T .
. @

40, Bick's Body Shop invested $800 in additiqnpl labor from which they
received a margimal return of $200. . They* codld ‘have invested in

-advertising which. would have yielded a marginal return of $400 or in
What

new equipment which' would have yielded a marginal return of $300..
"was the opportunity. cost of investing the $800 in labor? ' -

® !
e

‘a. -$800
b. $1000 .t
e, $1100 I
% d. $1200‘ . ,
: @ . .y < p
, - * L
) m ! . . “.,"‘
" ) * ' Lo n
g w ® o .
o T e 4 ¢
w ok
4 ¥ . ':‘;»"-6 '
R .
d | L ;
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BUS INESS ATTF'UDINAL INVENTORY

_‘ (/) in thé column that best reflects
- This is a measure of pttituﬁs.

For each statement,. place a ¢he‘_
_your attitude. Please answer al
There are no "riglg" or "wrong" answers.

f.f
(2 g
M
&

SA Strongly agree

A Agree : ‘4

U Undecided

D Disagree ‘ . :
SD Strongly disagree R I

Exagm' les

A. Profits are necessary to a business enterprise. i 1 b

B. Bﬁness exists with the philosophy that the customer

lways right. ' . o
. * k k % * “ y -
' ' ¥ . ' SAlA|lU]| D] SD

L. AT"be successful in business, education is a necessity.|. _E TL
- rg! ! : :

2. An individual goes into business for himself to méake
money, not as an incentive to better the .business world,

3. * am in favor of governmental intervention in business . A
operat ions. . .513

4. Today's education is meeting the needs of students.

> 5. Most local school systems are adequately admin_istered. K 1.
' 6. The goal of education should be to teach to the indivi— N 1. ,
. dual needs.of the students. ' 1 \.‘i
v}. . _: ‘ ) . . - R . , 4

7. Quality education should be free to all who want it. kt% F AN

8. The life style adopted by an individual depends entiral
upon how/’mﬁch education he/she has acquired

9. More adult .educatd#bn should be provided for owners
of.small businesses. w o ‘

A
10. %trebreneural talent ah&;\‘ﬁothing to do with the
, ¢cess of managing a small business. G
g,
1. *Thé' moré education agmén has, the vetter I\\e is alﬂ to |™
) .‘ enjoy life. v .

2% 12, T am very satisfied with' the schoolsﬁn my community.

e
lMonsolidation is a good #dea because larger schools
offer a greater va*iety of subjects.

14. The buildings in our. local school’ system~are in need of Ve ‘ ”_ ”
: improvement. v < 5 b
o . . B 1 \. . R oy . T ”.-;t;ﬂ ~ P

/15.1‘ Tax money sho‘lf’ be used te pay the tuition for oolleéa 2 ' .

- " gtudents who cannot afford to go to -college otherwise. Y‘ -~




G .

16.

17.
18.

19.

20.

21.

22.
23,
- 24.
25.
26.

27.
- 28.
29.

30§,

31.

32.

33..

. 3@ UI'he most important parb"of a person sqzducation houid

| * :

- A college education for a businessman costs more than

Teachers are defiffitely underpaid.

"when I want to school.

I wish I could have gone to school for morc years than

! business.

Tﬂ% costs of higher education should be paid by
students according to the ability of the student and

his family to pay.

Educational goals should’ be determined by children's

interests.

Consolidation is a poor idea because clagses get too

large and the stuﬂents get less personal attention.

r
1 respeét a man with a coﬂlege education.

it is worth.

School training is of little help in facing the real
problems of life. S *

@pnsolidation is ;;p:or idea because sma¥¥ schools
‘ Yovide better education.

’v,\.

gh schools should concentrate on preparing people
for college.

: . s
Good adult business classes are worth many days,

weeks or years of dctual business experience.

Parents s?ould be“Willing to let their ldcen go .

SA vl n| sol
%
Ji;:‘gr
- j
9

into debt fbr more education._ BN

Education should be compulsory through 14 -grades.

.{-)“

Federal aid to educaé&ﬁn should be avoided.

T

':_\__
Public sch%ol teachers are tﬁb,most important people
in the community..

S
1 wish I. could‘have learned more about mith and science

A}
.

Young people are getting too much education. !ﬁ ol

e 1d. _ .

Oyr schools encOurage an iﬂﬂividual to: think f‘g him—A
self ’ .

‘be obtained through harﬂpwork at many®tasks in t

&
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gt

35..

36.

37.

38.

39.

40.

41,

]

“Bankers are interested in receiving the highest

42,

-

* 943,
s
oL

?J?d&.

o
o

i

47.

ti

48,

4 Credit shOuld be used:

- 30.

‘53,

An o#ner can get all the information he needs from
business publications.
Parents should be willing to go into debt so their
children could hsye more education.

Bigger schools have better teachers and books and

ore

money to keep up with the recent trends in education.

Not finishing high school is a great handicap.

Consolidation is a good idea because it is nore
%conomical, with better facilicies at less cost.

~ &

Consolidation is a good idea because larger schools ;

‘attract better teachers.

Young manaé&rs shquld have a goal of owning their

own .business some day.
possible integest rates regardless of the effect
on business‘%vngrs.u‘. ‘ S

I like to, tﬁ’”new sales praﬁbtien ideas.

polioy

You have to work yea*wn‘d in Bisiness in order to
succeed. R 4 ,

e
)

The business ‘oyner is' miwe ltkely to enje* hﬂ’ work
than are most othg; “Qrke§§‘ R ore

BeJ:ting only on good chmce* generally a good ‘

; e ' - '
46. New ideas in business h_sre to: be ‘tempered with %ld

SA

It takes moré&ganagemen&
business in' the eity thi

bility to operate a retail
"in the rural areas.

e ‘ . Q- . S
;38 a part of the op
: ) e

S

,"’: J:;?’ -

"‘~-\

funds in the business.

w R
. . .3
. “ ') LT

‘A lot of ambition cbuld offset the need to dﬁsL
.’Borrowed moﬂgy in business.n ~

.l» -

'fA businegsman@needs téiapecialize to{stay in business.

- Using . d‘i cash. that can be spent on other
-things

I find it besh-not to‘be fiﬂ:.
. ‘business" medhodt %G G
»

M)

,'m

Am



54.
55.

56.
i

57.

58.

59.

60.:

61.

62.
63.
64.

65.

66.

67.
68.
69.
70,
71.

72.

73.

74.

o
o

e

Being your own boss ib»tké best part of owning““‘your

. ’ SA D | SD
Prices should be left free without contro}s.
.There is not'kenough research in busitiess.
Operators of a business who do not use new ideas do )
not stay in business very long. "ﬁ'&
“Owners of small businesses have had too little
advertising of their products, resulting fn low incomes.
. Borrowing puts an owner at the mercy of the lender.
A - ) ) L
Owners should plan the next year's ofgerationc at least a
year ahead of‘time. L
A business own,er should be conservative about spending.
_ An owner shoul‘ be aggressive and not always bet on a
sure thing. : ) -
Business decisions shou;ld be based mostly on ditperience.
. } : ‘ -
A good businessman should not be in debt. *
The less govern!nent in .business activities, the better.
An ideal business is one in which * the work‘can be
done by the owner and his family. “
Once ‘out of d*t, an owner *uld try ;:o gtay. out. : .
A “Q I T ' ‘,‘

owvi busines 4 o
“ ‘ ﬁ‘ ) i ”
Good hard work and lots o? it is the on]y way to be;

uﬁessful bus inessman.

Owners should use cred&gnly'bhen absolutely necesaafy".

Operating a bugness cannot be done without records.

Moest évr{Loles in business magazines are impr,'act:ical

The business is the foundation of the family

The owner should usev»some'of their savings ,to‘g:;:baridv J
their operatiqu. . .

Ovners should be careful about usinm nrew methods and
products until they have seen them work in other

businesses. ] @ .

I think I am among the first to adopt a new business '

practice. » ) .
91

i

N




.
£

) SAJA[U! D] SD.
76. The government should help beginning businesses to get N “

started. O

77. The most successful businessman is one who id*the best
leader in the community.
%
78. Market prices being set by private marketing organiza-
tions has caused low income.
79. The most successful businessman is one who haé interestd
) and rewards that do not depend on income. . .

80. Business management education helps the owner to do a
better job. ’

8l. Instead of depending on savingé; an, owner should use
credit in expanding and operating his business.
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DESCRTIPTION USE \~

hy is to provide a listing of -
as an aid to instructors in
uctional and reference materials.
s management units @f instruction,
listed as references and as
ctional unit and most of those )
instructional units. A listing
h-are not included in’ the
at a later date. X

The purpose of the annotated bibliogra
publications oriented to small business
* selecting, locating and obtaining inst
Designed to accompany the small busine
the bibliography includes all material
- learning resources in each SBM I instr
materidls listed in SBM II.and SBM III
of matprials in SBM II and SBM.IIL whi
-«aﬂnota?ed bibliOgraphy will be provide

»«ih VS
fa Aq& Mf&ﬁilitate ordering of materials, p
i " betic&ly by publisher. When several
listed, the titles are arranged alphab

blications are arranged dlpha-
itles from one publisher are
tically.

tion indicates that the publ’
cases the most recent editiam
when ordering, rather than the

# LA
An asterisk next to the d‘le of public
cation iggfrequently updated. In thes
of the pOblication should be requested
edition listed in the bibliography.

(whether or not distribution
icated. This information is
ing the quantity to order of -
y widely in their acceptance
that instructors order single T
before ordering them in quantity

‘Group appropriateness and suggested us
to students is appropriate) is also in
included to aid instructors in determi
each publication. Because students v
of reading material, it is recommende
examination copies of all publid‘tion

e Source and price information generally includes the specific addresses
! from which the materials may be. obtained, In some instances, materials
are available at area offices in several ‘locations thrOughout the
United States. In these instances, the address can be found in the
telephone directory from the city in which the neare area office is
located. Prices are subject to change.

The bibliography includes a lf'! of SBA transparend_ iavailable from
the Small Eusiness Administration field offices., The transparencies
are referred to in the instructionaleunits by number and may be found in ...
_the bibliography hy looking for that number in the column headed '"Small »
Business Management Unit Reference Number.p, The transparencies cannot
be ordered by these number howevér. must be ordered by title
and the Small Business Admini atiOn fdentification information_listed
in the righthand columm. o ‘
o A _ym}, b .
s- 4 The supplement“ibliographies found ih tha“ck of the bibliograpg%
provide "additi sources of materials.
&
g ! Bibliographies quickly becomé'obsolete.' Instructors will need to be
constantly alert to gag availability of new publicationa%%ﬁpﬁgﬁg&hn




) | ANNOTATED sms;ocmm"’“ I o

' | Arrsngsg%yl.}phsbsdsslly byPublishes ‘
h | o ‘W,?.‘:ﬂ. I. |: S | i
' , o “ ‘ "‘Q.‘.»\' S .
§ I | t«sn"" S
o " . " s T v ppp——-y -
. \. v | " ooy 47
Bublisher and Date Title Ant’horA - Content = Specific Aress ", Soutce and Price
’ - / ‘ | 4 “.‘r; ' .
- ] , b ‘ "M,‘ \sf .
‘Accounting Corp. (Barometer of - {Classification of small retail & Instructors snd‘}' Accountdng Corporation
of America, Small Buginess- business data condensed to indicate 'students; of America, 1929 First
September, 1973* Midyear Book, | sales, trends and forecasts ~ Statistical data, Ave., San Diego, Calife
| _ Vol, 25g N0, 1 . ¥ reference 192101; §12.50°

' - | | |
Agricultural The Findiial ~Frank J. | Managenen¥ data relating to funds, ‘Smsll business ‘Agricultural Extension_
\jxtension Seffice, Manageneft of Smith & naxinizify returns, uininizing costs, fims; both ag- | Service, University of -
Slersity o Agribusiness  Ken Cooper ! profit planning, ‘financial analysis ricultural and "'Minnesots, St ,Bsul
Msaga, 1967 (Fims, Speclal and control - | non-sgricultt!rsl, Minn, 55108 ; ES
Report 26 " | ‘Déscriptive

{

, o - ‘ " infornation

)

P

Agrdcultursl Income Tax . X M. Records, tax accounting nethgds,  Small business ;IBul
Extensdon Service, lManagement for Veigle, tdeprscistion, investment credit, people, tax Cofféy
University of, IFartiers, Robert §. |deferring taxes, land development - consultants, i
‘Minnesnts, ‘|North (entral ‘Smith&  costs, social security, income instructors; st Psuf‘. “

eRevised 197“; ‘Reglonal Stephen Q. fluctuation, property sales and ~  Reference ,$0 15 . o

Publicg'g Allen . | ttades } | .
s ) e i ‘ o | = ‘”,‘: .
Austin Area . jAnnualtfe ort, U !Summaries of the farm management  Instructors; Austi

Vocational-Tech- iVocational " account bdok statistics by reglon  Statistical data,.TechniEal Tnstitute,
ntcal Institute; ’Agriculture | and year for the various farn reference  'Austin, Minnesota 55912
Division of Agri- Farn ' ‘enterprises in Minnesots o free
culture Education, ’Msnagement | o . | .
Un‘lversity of |Program i - 5 ; ra R
Miimesots; Voca- '~ I . | ' o '
.tional Divnsion,. J o C e ~ | oo
Mimn. State Dept. C ey, o o S
of Education; 1960 L f.‘ . iy ¢
| J ok g , -
' ! '

Aruitoxt provided by Eic:
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_ 4 . : » R
nd Date| Title - Author |- Content - Specific Areas Appropriateness, Source 7Ad ‘Price
' L | Suggested Use
l Annual Report, | Summaries of the farm management Instructors; - |Austin Ar¢a Vocational-
Tech- Vocational : " account book statistics by region Statistical data,)TechnicaliyInstitute,
Agriculture - - and year for the various farm Reference Austin, Minnesota 55912;
) Fart’ N enterprises in Minnesota free ‘ !
catign, Management ;
Program : .
rica, -Avoiding “ . Bank of Covers various business management Instructors and Small Business Reporter,
Ménag(hent America pitfalls such as lack of éxperience, students; Bank of America,’l ,
Pitfalls, - . Small "I poor record-keeping and money manage- Reference, . Dept.’ 3120,
/ Small Business Business | ment, lack of planning,.poor time “reading material; P. 0. Box 3700,
_Reporter, Vol. Advisory | managements ignoring marketing and San Fransisco, Calif.
IT, No. 5 . 'Service | the human factor - Lo 94137; $1.00
----.-.--.n.p-,-a-....--...(..--.-,---..--:----"-.-.----o.--o-
rica, Small Business Bank of | Contains guides, suggestions, and 'Instructors and Small Busipless Reporter,
Success, | America . | specific information for self- - students; Bank ‘of America,
Small Business- Small . ~'-evaluation of a business; contains. Reference, Dept. 3120,
Reporter, Vol. : Business ' lists of evaluative questions and reading material, P. 0. Box 3700, .
VII, No. 5~ Advisory ' lists of positive steps which may be business - San Fransisco, Calif.
Service taken to improve business success evalnation 94137; $1.00
abor ~ What Every ' 1 | Answers to the most frequently asked Instrudtors and U. S. Dept. of Labor,
. S. Employer Needs I . . questions regarding injury and 111- students; . Bureau of Labor
bor, - : to Know About _ . ness, record-keeping under the . Handout, Statistics, Wash., D c.
., OSHA Record- - Williams-Steiger Occupational Safety reference . - 20212, free
keeping, - " and Health Act of 1970 i - N :
. <
Report 412 ’ . /
earing  |United States . “Tax law changes, tax tables showing instructors and Commerce Clearing House,
k Master Tax: ' .i where to file, due dates, rates and (students; 14025 West Paterson Ave.,
Guide o ' . check lists; explanatory text con- ' |Supplementary Chicago, Illinois 60646;

' ' income tax accounting, income.deter-
mination, deductions, investmentsy

' tax paymedt and procedures .
; . . ] ' . . ’I !

' cerning business legal structures, /

reference for  $6. 00
units on taxes, G -
depreciationm, & i Jﬁﬂd‘ L@
inventories ; Ao ‘ :
| £

f,\TT§ - S)EB':



o s o 1 - Group | T
Publigher and Date| Title Author Content - Specific Areas - Appropriaten\gss'; Soyrce and Price
. SN A Cow - Suggested Uge !
Cdoperative . ' |Your Home . VeraE.  [Recommended furiture for storage | Instructors apd |Distribution Center
Extension Service,{Business ' (ELlithorpe |and use of a home business center, |students]” {Unberger Hall |
Kansas St’ate” " (Center, | & Judith  |floor plans, recommended dinensions, |Handout, | Kensas State University
University, . . tBulletin . (R Urich  |furniture and equipment selectfon  |reference- ~ | |Manhgttan, Kansas 66306;
Mgnhattan - CiC-344 ~|and placenent, convenience, light- ‘ t'ree
Augustgl973 o © _|ing, filing system - ‘ | \ e
Division of |Checklist for’ ‘ tep by step procedure for closing’ |Instructors and |Division of Agricultursl
Agri_ iltural (Closing the out the’ recordbook for analysis students; Education, University of
Bdcablon, - |Record Book - S Reference,’ Minnesota, St. Paul,
University of . teaching ald, - [Minn. 95108; free
yimesp 8y 1974 - I, student use ST
miﬁm Area . |Annual Report, Summaries of the farm management Ingtructors; Staples Area Vocational-
Yocational-Tech=. 'Vo\cat'ional account ‘book statisties by reglon  |Statistical datd,|Technical Institute,
nica Ingtitute; . [Agriculture and year for the various fam referdnce ~ {Staples, Minn. 56479.
lon\of Agri~" |Farm - i . enterprises in Minnesota IR free
culture ducat{on, |Hanagenent S |
Universi of - |Program : r o ’
Minnesota; Voca~ ‘ | \ | \\
tional Division, .| ° /
Minn, State Dept. : % : ,
of Education, 1973 ) | ; 4 _
The Ideal System  (Bookkeeping ’ , A bookkeeping system designed to . | Students; " |The Ideal Systen Co.,
Co., 1972 land Tax Record | ./ |show all the infornation required by Bookkeeping®  |P. 0. Box 1030,
L | . |for Merchants, . |the federal government, and state, gysten | Berkeley, Calif. 94701,
;o Book Stock No. /[county, and city authorities for all $6.50 ,
R 1) ' |tax reports, insurance companies,

R N R banks, and the businéss owmer - -
- C v - . v o
Internal Revenue. {Depreciation " [uideline classes and Lives of Instructors and |Supt. of Documents, .
Service, U §.  |Guidelines and agsets, administrative procedures, students; &  |U. S. Govt, Printing
Treasury Dept., |Rules, |Rate of Growth Ctmvlersion Table, " |Reference, =~ |0ffice, Wash,, D. €. .
Revised,  August, Publication 456 Reserve Ratio and. Adjustment of - teaching aid for |20607; $0.90
1964 ' N ', |Class Life Tables with detailed use | depreciation and o ,

A | instructions, series of questions tax wmits . - @

" |and ansvers T,

. ,\

¥
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-Content - Specific Areas .

Group

Appropriateness; |

Suggested Use

Source and Ptice
: 1

| Employer-employee status and categor-

fes, taxable wages, taxable tips, .
withholding allowance, computing em-
ployment taxes, unemployment tax,
tax deposits, refbrdg’ to be kept, '
FICA taxes v

" |Course for income tax preparers

which includes ‘employment taxes, de-'
ductions, dividends and interest,r
farm income and expense, expenses
and net income. from business or pro-
fession, gain or loss on sale of
assets, rents, royaltiles, pensions
and annuities, taxes

I R R R I T L S TR T S R S

fopics 1nclude business organization

fbrms, record keeping and accounting
methods, business agsets, reporting

profits and losses, income determin-
ation, inventories, expenses, depre-

3 ciation, bad debts, Interest,

insurance and taxes

Instructors and
students;
Handout,
reference

Instructors and *

students;’

Students' hand-
book and work-
book, reference

Instructors &nd
students;u

' |Handout,

reference

/

Nearest IRS Office or

'Supt. of Documents,

U. S. Govt. Printing
0ffice; Wash., D
20402; free

Nearest IRS Office or
Supt. of Documents,
U. S. Govt. Printing

‘|0ffice, Wash., D. C.
_20402;

free

" |Nearest IRS Office; =

1 copy free or

Supt. of Documents,

U. S. Govt. Printing
Office, Wash., D. C.
20402; $0.75 o

' Liability, covered and excluded em-

ployment’; taxes,. experience rating,
reports and audits, credit against
federal unémp10yment tax, benefits,
prptests and appeals, information for
employees, information for non-

Instructors and
students;
Handout,
reference

Minnesota Dept. of
Employment Services, 13
390 N. Robert St.,

St. Paul, Minn. 55101,
Attn: Employer
Liabtlity Section; fres

nd Date Title . Author . .
- — -
venue |Employer's Tax
8. Guide, Circular
ptes E, Publication
157
venue Fundamentals of
S. . |Tax Preparation,
pt., . |{College Level,
72%' . |Publication 796
............. o
venue Tax Guide for = | ~
5. 4Small Business,
pt. 1975 Edition,
Publication 334
ept.’ -|Information for
it © [Empldyers om N
)73 Unployment N
Compensation,
MES-130
!

profit organizations

(Information ontsimiiar
acty available
other states)

1ir Labor Standards Act,
1nesota, 1974

I

.'Minimdmﬁwages, def&nitions,'recdrd~

keeping, penalties;:over-time and
other provisions ofsthe act

Instructors and
gtudents;
Handout,
reference

102

1$2.08 (Information

Documenrs Section,

140 Centennial Building,
St. Paul, Minn. 55155y
o
ilar acts availabl X

| from other states




¢ 0

4 ey

L - . Ctoup | o~
Date |+ Title Author Content - -Specific Areas Appropriateness; Y8urce and Price
. — Suggested Use '
t. of [Workmen's Contains the lay with its defini- Instructors and |Documents Section,
n, +|Compénsation ) tions and applitations, provisions students; 140 Centennial Building
Law of Minnesota and rules plus ather laws which , |Reference St. Paul, Minn. 55135;

and Related Laws

|

pertain .to the Workmen's Compensa-
tion Law,d

PR

$5.20 (Information on
similar acts gvailable
from other states) [/

Expenses in

Operating expenss ratios for various

Instructors and

Nearest district National

eting |Retail business 1nq‘;ttiesiin the U. 8., students; Cash Register office or
Business i compilation'o expense statisticss Reference, Corporate Education,
' from various sources. Percentages evaluation of . [National Cash Register
given by size of business establigh- |business Corp., Main & K Streets,
- ‘ ment .| Dayton, Ohio 4547%
and [Cost o Doing Results of a 1972 survey of dealers |Instructors and |[National Farm and Power
1t Business Study including margins, expenses, profits, [students; Equipment Dealers
*jfor 1972: ‘ financial and operating raties, oper-{Handout,. Association, 2340
1973 {Financial and * ating averages, balance sheet and - |reference, Hampton Ave., St. Louis,

|Operating Pro-
\ files of-Farm

& Industrial

-1nVFntory studies, personngl study

teaching aid

Missouri 63139; $2.00

Equipment ~ .
N Dealers _ %
. i
afety and Health /> Purpose and pplicabili;i of the Instructors; “|Supt, of Documents,
ublic Law 91-596, act, duties of employer, safety . [Reference U. S.y6ovt. Printing
? S. 2193 ' stsndarés, dministr ion and en- Office} Wash., D. C.
970 forcemeqjt o th rd~keeping, 20402; free
,grievanch@,‘ pupational Safety and
. Health Revigsf ommission, variances .
and exemptiohq, penalties, state . ./
N jurisdiction, federalfprggrsms L :
Occupationdl Rules and reguldtions for occupa- Instructors; - [Supt. of Documents,
h . |Safety an tional safety and health standards reference U. S. Govt. Printing
L, Health . -], ' Office, Wash., D. C.
’ Standards, ' | 20402;° '$3.25
Federal
Register, Vol. ) 9
37, ' k

No. 202 -

3 _"1_0{ |



\

Lol
bt

’ ' . Group !
Jut Title Author Content - Specific Ateas Appropristeness; Soutce and Price
. 1 | . Suggeated Use
Decupational Record-keeping Examples of required employee occu= |Instructors and |Nearest U, S. Dept, of
Safoty & Health . |Requirements pational injury and illness record |students; Labor office; free
Mninistration, |Under of forms with instruction for comple= {Handout,
U, 8. Dept, of  |Will{ams- tion, employee information poster, |reference
Labor, 1972 Stelger | summary of the OSHA Act
Occupational ‘
w Safety and
Health Act
of 1970
)ecupational afety and Rules and regulations. for safety and '|Instructors; Supt. of Documents,
afety & Health ealth Regu- health in construction industries eference U, §,-Govt, Printing
dninystration, ations for " . \ ‘ 0ffice, Wash., D, C,
. 8. Dept. of | Construction, ' 20402;* $1.30
Aabor, ‘Decenber | Federal ' '
6, 1972 Reglster, Vol,
" 37, No. 243
ccupational Training Other sources of tr4ining-program . |Inatructors- Neurest U, S. Dept. of
afety & Health  |Requirements inforuation are listed, listing of |and students;  |Labor office; free
dninistration, |of the the training standards applicable to [Handout, °
, 'S, Dept, of Occupational various industries, occupational reference o
sbor, 1973 Safety and - safety and health standards for ,
) - |Health general industry, maritine devello'p-
Standards, .- ment and construction a j
OSHA 2082 . |
ffice of Business |Survey of Current business and {ndustry statise|Instructors; Supt. of Documents,
conomics, U. 5. [Current tics for the U, S., natlonal income |Data source, U, S, Govt, Printing
ept, of Commerce, |Business, and product tables, curgent articles |reference 0ffice, Wash., D. C.
963 Vol, 4% ~|related to business and Yndustry . ' 20402; §2,25 ,
L ( economics |
'-""""-""“'-"“l{‘”l' ”“'””””““'..: """."'"",'f\'"'v""-
ffice of Business |Survey of Current business and industry etatis| Instructors;  [Supt. of Documents,, .
conomdes, U, S, |Current tics for the U. S., national {ncome |Data source,  |U. 5. Govt. Printing
apt, of Commerce, |Business, and product tables, current articles |reference - |0ffice, Wash., D. C.
967 ‘ Vol 47 + |related to business and industry 20402; §2.25 |
S \ - |economics . "
- 108 *




. Group - . '
| Date Title Author Content ~ Specific Areas Approprlatanollf . Source and Price
: : ) Suggested Use
\ S . . )
forma- News Release, | ' Incidence of injury and 1liness . Instructors snd (U, §. Dept. of Labor, -
ept. |USDL 73-256 ! . rates in construction, manufactur- atudents; Wash., D. C. 20210;
e 15, ing, non-manufacturing industries; Handouf.'data free
) results of a Bureau of Labor Stat- |source “
. ' istice survey covering July 1 to
\ | December 31, 1973 'ﬂ
L T T T T T T R T T T R ) ) A T T [ T T T T
orma~ {New Release, o Correction of the USDL~-256, June 15, | Instructorg and {U. S. Dep}. of Labor,
Jept. [USDL 73-412 1973 News Release gtudents;  |Wash., D. C. 20210;
ust ‘ ' Handout, dath - |free
v - o source
8 Analyze'Your Alfred B. Good records provide the, basis for |Instructors and jNearest Small Business
n,  |Records to Abraham cost determination and ‘analysis. Student; Administration field
ent, |[Reduce Costs, Cost analysis can be used to reduce [Handout, - office or Small
Small Marketers expenses and increase profits, instructional Business Administration,
. Ald NOS 130 Methods of cost analysis, expense aid’ ‘ Wash., D. C. 20416; .
! C v reduction and increasing efficiency free ,
, of expenditure are discussed.
. o Biblipgraphy included : \\\
8 An Employee o Explains basic principles for start~ | Instructors and |Supt. of Documents
n, Suggestion : ing and operatin successful sug- |students; U. S. Govt. Printing
gnt, |System for - | gestion system;, 8 of various Reference, Office, Wash., D, C.
Small Compan- _ pitfalls to be dyiided, gives instruetional 20402; $0.40
_ ies, Small - |examples : aid, kandout
. ﬁuaiqeas :
Management ‘
Series, No. 1, . ‘ .
Third Edition
............................... b & 20 o 0 e e )
r .
8 The Federal Clarence T.|Designed to alert small retail and Instructors and Near*t Small Business
n, Wage~-Hour Law Lundquist |service firms to the changes made in | students; Administration field
ent, |in Small Firms, the Fair Labor Standards Act when it |Handout| office or Small
Small Marketers was amended in 1966. Includes instructional ~ |Business Administration,
2 ‘Add No. 132 general explanation of the gCt and |aid Wash., D. C. 20416; '
.|its applications . free
N » : ' ’ ) ’ ]
~ . . 108 *
- : . .




P A ‘;-,{:*r,l SR N I IO LP Group e o
d Dafef' < Title f/_,iuthor.. . 'fContent - Specific Areas - propriateness; | 'Sour‘c'q?; and Price
. R L S%d lse | «\..’l" -
S i y P T ' "uN " .3"\_“.,“_‘..,,1' TR s’u ' |
Swall Businesst« |Financial. . —[Robert'C. |Discugses ehe necessibyfor keeping " Instr \h_tkp‘gsuan ¥ Mfﬂiun%tupents, ‘
Administration, X Record-Keéping |Ragdn - . |adeqdate records and the services “students, TS, Coviy Brt nging
U 8, Govemment, for Suall | - ‘avaijnble fron public accountants ' Reference, - [Office, Wash,, D C..
1966 o st Small | | S Iinstructional aid 20402 $0 60 |
e L (Bli N ' ‘ | o 1' , ‘ ‘
.:"r:;-,' - gement ‘ A - I | | o
Snall Business A Handbook of m Orieuted tovaid the business person | gructors and  [Supt. of Documents,
Adninistration, " lSmnll Business | - - |who wants to improve fiuuncial nan- Whdents;  |U. S, Govt, Printing
I ‘Governpent, rBinauue, Small” | agemedt skills; topics';.nclude finan~ [Reference, text |0ffice, Wash., D, C.-
1964 " |Business Man~ . '|cial statements,ratio-analysis, . terial -~ |20402; - S0S
" |dgenent Series,  |bresk-even analysis, itvestoent on e e
S N % |assets, credit, future projections, | -
: ,;}‘ L . | 7 |long-tern financing, equity financing,
‘f ' L ‘ ", |sources of further infornation o oo
“ﬁ'o’c-Ic--u-‘,".'-.oc.cc- ‘oouloco,ool-oooloto-.-nr'-lnc‘o oo'-lio.-cc-“o
$dp11 Business - Tdﬁring the | Cartoon suitahle for transparency Instructors and ([Nearest 'Sd!dll Business
f 'istration, " IRdght Man, . - |reproduction concerning finding - stidents . Adninistration field
J,|S: Governnent,:‘|Small Marketers|. . |employees who, possess nepded skills [Visual, handout [office or Small
ddptinted Md Yo 136 [T K o T e P - Bn,siness Administration,
e, 97 I N U R
S - R , | ag |free ‘ |
'-f,‘----!a‘-l.'-;-_' }’--,"-'r--'-3.-'.-"---.----"--;"\"Y ,'i"'--;"":---
%nall Business Xunan Factors ‘ Basic instructional techniques, Instructors;  [Supt. ofl"Bocuments,' )
ddministmtion, inSall | |lesson plan, content information  [Lesson planning [U.°S. Govt, Printing
INER Government, Business, | . about human factors and penagement, [and teaching 0ffice, Wash.,, D. L.
1965 Aduinistrative | - {nstructions for use of visual alds, materials 2060 $1.50
Management nasters for'projectuals and handout |
. " |Courde Pro-"  |materials, case studies, student
o gran, Topic 10 |activities and bibliography . o ‘

aall Business * |Rumen Relations|Martin ¥, |Tnfornation concerning basic human Tnstructors and |Supt. of Documents,

\dministration, - (in Small . |Btuce « needs, wrale, attitudes of employ~ |students; U+ . Govt, Printing

, 5. Goverment, [Bustness, ~|ees, persomnel selection, orlentation Izeference, Office, Wash., . C.
5@-”9 - $mall Business = |and fnduction of persomel, training [instructional - 20402; §0.45

E ‘llC © {Management L personnel, grievances, how to < jald - B 0
" A L Series,‘ No. 3, o motivate employees L ‘ ‘ v
ST Y IThied Bdition S - ¥ .o (MO
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s S .o, f o Group e
i Date | _ Title, Author | ,fcontentn;-specific_Areas | Appropriatenesg; Source and Price
E N R ' : " Suggested Use - L
L : o e g, L
s Management . 144 questions designed to-assesa%?he "Instructors.and - |.Supt. of Documents, .
n, Audit for efficiency of thé owner-manager of a | students; U. S. Govt. Printing. -
rent, | Small Inu- . .| sall manufacturing plant in plan-'~ .Self-evaltiation, |0ffice, Wash., D. C.
-factu ' ' Aing, organizing,. directing and co- $0.35 .

lent,

8
n,
ent,

Small Business
Management
Series, No. 29

e o ¢ 0 e 8 e

Management .
.Audit for .
Small Retaii-
-ers, Small
Business Man-

No- 31 /

TN

: Managing fo;/
| Profits '/

/ﬁ

sop”-os--

| Mefchandise

Coéntrol,

"{Instructor's -
1 Manual,

Management
Development
tProgram,
Topic 21

agement Series,|/

ﬁ"

« ¢ oe 00
A

Harvey C.

Krentzman -

- gordinating buqiness activities.

-taxes, insurance,
" 'Ibusiness operation

S, R o

[ I B D I SO L S R A B PO R I I

149 questions designed to assess the

effihiency of the owner-manager of ‘a | studerits;
small retail business in plannin | Self-gvaluation,
organizing, directing and. coord ,pe%' naqgrial

ating business activities
v vy- R

)
--'--000-00'00

Review and supplement . to ministra-
‘tive management coursé topics, .
ingludes sales promotion, systems
and records, financial management,

ooo--co-o--ol"----o

Basic dAnstrpctional techniques, les-
son plan, content information about
merchandise controf systems and -

records, instructions for use of

visual alds, masters for projectuals
and handout materials, case studies,
student activities and bibliography

il

cy ok
l-l_o,o'ﬂ*‘

s -

| teaching material

legal aspe?ts of | .

Ei:]'l

teaching material
v e o. . ‘o"‘h s .

Instructors and -

L

.

4 o, o e 8 8 8 ]

. ;
Instructors; -
Reference, °

'
-

" e 2 ¢ ¥ a4 ¢ e 0
Instructors; @
Lesson plapning
and teachitig
materials

e
-,

B e

20402; -

[

" S

LT

U. s. “Govt. Printing ™

:Office, Wash., D c.

204023 £.$0.35

L@

Supt. .of/ Documents,

U. S. Govt. Printing
$l . 50 -

y

. »
N &

Supt.-of Documents,

Office, Wash.,-D. C.
20602, §2,00

Officg, Wash-, Do CQ '
120402; - o

e 00 e g e ¢ e e v s

%6

Supt. of Documents,~f5

U. S. Govt. Printing -

112

-.oo-oo-‘ooi:o
.

ey
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T r Groyp ¥ |/ ¥

ublisher and Date | - Ttle | Author | jnmpontsnt - Specific Aveas | ', Appropriateness, Source and Price

a— " o ) ?: o | 'Supgested Use

nall Bisiness |Personality and fial B, ’.Report of a resesrch stuﬁy concern- Tnstructors;  |Supt. of Documents,

dministration, Success An [Pickle ' |ing personal characteristics of \ {Reference, U. S..Govt, Printing

43, Government, Evaluation\of | | business managers, Identifies - | teaching naterial|Office, Yash., D. .

964 .

) ,“‘ K ,
o . \
' 1

T I W T,

11 Business |
inihistéation,
+ §._ Government,
965 '

nall Business
ininistration,
, §, Government,
971

»

a1l Business’
ininfstration,

, . Government,
)64 |

| Personal Char-‘, .
Ny acteristics of“§, :

Successful

Small Business

Managers,

Snall Business
- | Research Series, ‘

NOc 4

W
L} L] Iv‘l [ L]

, Personpel uinT
agement: - Dev~

eloping. Good

. | Employees, -
" | Adninistrative .

Management

- Course Pro-
, gram, Topic 6

' rf??Eblemstigkk

Hanaging &
Family-Owned

.| Business, =
4  Managenent Ald, |

E] I

up. 20

Records and
Credit in
Profitable

| Managenent,
Administrative

Management
Course Pro-

 gram, Topic 2

B Robett I,
‘“'ﬂevinson :

business management

|Basic instructional techniques, les-.

. {son plan, content information about

| persannel management, instructions
B projectusls and handout materials,

, bibliography

~ [bibliography . | ,

ﬁersonality factors:and measures
their importance to success in

1 for use of visual aids, nasters for:

case studdes, student actipities and‘

-

Discusses problems unique to family-
owned businesses including emotional
factors. and personal and famildal
relationships, suggests possible
solutions

l,

SN

Bagic instructional techniques, les-
gon' plan, content information about
records- and credit, instructions for
use of visual aids, masters for pro-
jectuals and handout materials, case
studies, student activities and:

{teaching mster

|ald

[ ] cyﬂ,%.v‘. ]
T

Lesson planning,

Instructors; %
al

cle-‘l‘ oo‘u
1y
Instruttors ad’ (
students;
Handout,
instructional -

Instructors,
Lesson planning
and teaching

materials ing

| ‘ \;“ :

3

20402; §0.35 -

D C. 20416 free

r}‘*-

fa I R R T I I |

{Supt. of Documents,
U, S, Govt. Printing
* |0ffice, Wash., D. C.
4 20402;

'$1l25

S6

Supt.. of Documents,

U. §. Govt, Printing

0ffice, Wash.; D. C.
20402, $1 25

Nearest Small Business .
dninistration field
ffice or Small Business
Administration, Wash., .

|
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M|

L]

sl
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—

hﬁiiﬁhet and Date

Title

]

‘Author

 Content - Specxgic:Areaaf/\\/?\

——

Group

‘Appfbpriateness;:‘.‘

Sougce and Price °

v K .

h‘.

pall Business
dninistrationy

+ §. Government,
sprinted,
anuary, 1971

tall Business
ininistration,
S0 Government,

ch, 1972

411 Business,
ministration,
8, Government,
64 |

all Business
ministration,
'S Government, .
66

[ERE TP A ———

Stepslin Neet-

| 1ng Your Tax

Obligation,

Small Marketers -

Aid‘Np 162

o
Stock Control
for Small -
Stores,

| Small Marketers | ¢
s N, 123

(I I NN I B N R

[ I I
Y

Success and

Failure Factors
in Small Busi- |

1iess Admiﬁis-

tra ve Manage- R
{ ment Course ’

Program, Topic
|

A

N Taxafioqé A
' Key Factdr in.

Business

* {Dectstons, |
Adninistrative |

‘Hanagenent

| Course Pro-

gram, Toplc 8

Edwin L.
Harling

Steplien P.
Radiss, Jr.

" |state, and docal taxes, |

‘thdmmethmm-
state and P |.
local taxes And‘as a debtor in owing | °
~|income end personal prdg

Explains the varlous factors involved
in using an inforned afd systematic
approach to the handling of federal,
(Covers agent

tion of social security,

) rty tax.
Includes tax worksheet \{ = -

O\ |J ¢« & 2 0 e \ .
Unit control of stocks, stpck re-

[

.cords, node] stock 1ist, cqunting,

[

preventing exceef stocks. - |-

PR T I T RS R R SN IO R SN ORI

Basic instruttional techniques, les-
gon plan, content information\about
success and failure in gnall ﬂusin-
essed, Instructions for use ot‘ ‘
visual aids, nasters: for projéctuals
and handout materials, case squdies,

. |student activities and bibliography

TR L L R I R I | ‘|||-.|'|\||.

. .

\

| Basic 1nstructionaI techniques,
lson plan, content” infornation aq0ut

taxes and management, instructions
for use of visual aids, masters for-
projectuals and handout materials,’
‘case studies, student activities

| |md bibography .

' Suggested Use

Instructors and
students;
Handout, -

teaching material

‘Instructors and

students;

|Handout,

1nstructiona1

atd®

Instructors;
Lesson plahning

{and teaching D
‘materials

o .-.i. [N
¢ |Instructors;
Lesson planning
{and teaching
materials

|0k §1.25

®
[ B R )

Nearest Small Business
Administration fie%d

Administration, Wash.,

D."C. 20416; free

. {office or Snall Business

.
Nearest Small Business -
| Adninistration fleld. .
office ot Small Business
Adninistration, Wash,,

D.‘C.‘20416;' free -

(I T T S R Y TR R I B

. Sﬁpt. of Documenta, :

U, 8, Govt. Printing -
0ffice, Wash., DG

i

g

oy

Supt. of Documents, .

U. S. Govt, Printing

)

“| Office, Wash,, D C0 -
Lok §Ls

g
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' Contjnt - Specific Areas

. Group

Source and Price

1 Date Title ~ | Author |Appropriateness;
_ Suggested Use
39 The Why and What Basic instructional techniques, les- Instructors; Supt. of Documents,
n,: . | of Bookkeeping, ‘ son plar, content information about Lesson planning |U. S. Govt.. Brinting
nent, | Administrative . book-keeping systems and records,- . |and teaching . |0ffice, Wash., D. Cy
" Management instructions for‘use of visual aids,- |materials 20402; $1.50
| Course "+ pasters for projectuals and handout' ' Sk : '
Program, naterials, student activities and '
Topic 4 bibliogra hy L
! Accounting . Basic ‘concepts of accounting, inven- Iﬁstructors; South-Western
ey Prihciples, tories, depreciation, systems design, |Text-book, " [Publishing Co.,
10th Edition automated data processing, taxes, reference {11310 Gemini Lane,:
' ‘ control accounting, cash flow, cost A Dallas, Texas 5729;
systems $9.00 _ ,
...... . B T P R I ] FE R T I AL PR R
: e; { i = e ' — : .
- Interpediate . |Theoretical and practical aspects %f Instructors; . |South-Western
., | Acco ting, accounting, data.processing methods, |Text-book, Publishing Co.,
Comprehensive controls, iﬁventories, dépreciation, [reference 11310 Gemini Lane,

| Volume, !

legal factors, anilyticgl processes

it

Dallas,  Texas 57229;

. S.
erce,

| County

-{ County. .

' tion Reports,®

Consumér Income
. Series;TNo.

s 4th Edition

Business
Patterns,”

U. S. Summat
GBP-65-1 .

Business .
‘Patterns,

U. g Summary
CBP-71-1

Current Popula-

P-ﬁ(}, ' 0.’ 89

P

A EY

“é ;

Employmeht "and: payroll statistics by.

county and by industry, and summary
data by industry for the U S. and
its territories

L | g .
Employment and payroll statistics by
county and by industry, and summary
data by industry for the U. S. and
its territories

Consumer income related statistics in
tabular form; includes definitions
and explanations and comparisons, in-
formation on number of households and
household income *

. .
o o ¢ ¢ o sls o s

Instructors; i

4Data source,

reference .

Instructors;
Data source,
reference

Instructors;
Data source,
reference

‘- c -

| Supt. of Documents,

U. S. Govt. Printing’
office,[:Wash., D. C.
20402; \$2.60

Supt. of Documents,
U. §. Govt. Printing .
0ffice, Wash., D. C.
20402; $2.40 - .

Supt. of Dhcuhents,
. S. Govt. Printing

0ffice, Wash., D. €.
20402;‘ $1.00

_‘ R °
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. ' _ Croup -
d Date Title . Author Content - Spectfic Areas Appropriateness; » Source and Price
. _ : s . : ‘ Sug;»ested U)pe ‘ ’
of Statistical . Standard quminary of statistics con- | Instructors; Supt. of Documents, S
J. S. |Abstract of t ‘|cerning the social, political, and Data source, U. S. Govt. Printing - 4
nerce, {United States economic organization of the U. S. reference, guide |Office, Wash., D. C. E
"~ 193rd Editiog including selection of data from to other similar [20402; $5.50
‘ . * |many other statistical publications’ |publications \
for the early-part of 1972 ' |
: ' L \
of |Handy Reference| . General information concerning the | Instructors and |Supt. of Documents "
yment: |Guide to the ‘ plication of the Act: Wage and | students; U. S. Govt. P_rintink
ninis- |Fair Labor . our standards, employment covered, |Handout, ‘1Qffice; Wash., D. C.-\\
2 Standards Act: |defigitions, overtime, equal pay, reference 20402; $0.25 \
child labor, investigations and ) . , \
enforcement ’ N
. ; A
3t most recent editten . \
1] “ .
L) . ¢, . 9
“ {
b ’
& =

86

120



““‘ 1 “ | J

o

rderi by title

N

wit

SBA TRANSPARENCIES .

Yo

-. o N T - R ot "‘v - la L - O PR - - - . = == , - - — — e - [P .
and Small Bésisess Administration identification information only - not by Small Business &

R

anagement unit reference number. Transparencies are available free from. Small' Business Administration
jeld |offices. ' . : . . .
. </ ‘ ) L .
. g N ' - :
/o | , R
3 , Title ’/ ) ; "l Small Businesh Administration'Identii}cégion Informa;ion'
4 . . '
| ) / | |
nvéntory Trouble Administrative Management Course ftoéram, Topic 1, p; Ax, Né} 14 K
aglect, Administrative Management Course Program, Topic 1, p. 42, No. 2
uses of BuéinessA%ailure 'Si Administrative Management Course Program, Topic 1, p. 42, No. 1
haracteristicsuof'the ﬂn@erséénding Manager Administrif&ve Management Coursé Program, Topic 10, p. 42, No. 4
our Own Business - | Going Intouﬁusihess Series, Contrél Key
an;gemént.Skili is Necessj}y o Going Into)Buéiness Seriegs Mastef‘Key
e Keys éé'Sugce;L fg . \ G;ing Into Business Series, Purpose o ‘.
mer ‘7 i . ;% Going Into-Bus}ness.Series, Ignition Key .
he B;agk Co. - "Ba'lanceféd}'leé't"l' | Going Into B_u‘ss Seriés, Cox_'u:ro'll Key ~
yur Business - Set Goa'igvAuthofity Going Into Bugi ss Series, Magte; Key
rofit and Loss Stateme,;'?'“vﬁf(Bllank Co.) Going Inmto ﬁusi%ss Series, Control Key g.“
lea;ly Defined Goals ’ Ggiﬁg Into Business Series, Pﬁrpose u
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imgemant o Title Snall Business Adninistration Identification Information
YRR PR - | -
sference 2 '
mber. 4 e ' ,
; 55 An’diyze and Define Goals Cong Into Business Serdes, Purpose

69 et Worth - Is It Bough? Going Into Business Series, Vault Key

‘77. | People Nake Special Effort For.., Administrative Management, Course Program, Topic 10, p. 42, No. 5

95 | Three‘Cautionany Aules . . " Administrative Management Coum Progran, Topic 8, p. 44 No. 1%

‘, 9d_ | Audite‘d Returns Are Checldg:iFor.v.. | Administrative Management Cdirrse Program‘pic 8, p 44 No. 16
x 97 }Ihy Ret.urns Are‘ Amdited | Administrative Mann-gement Course Progran, Topic 8, p. b, No. 15
%01 Empl_oyment Taxes a ‘Administrative Management Course Program, Topic 8, p. 43, No. 11 | ','
103 o ‘Inventory Vaiuation.Using Co'st Basls | Admini_strative Management Course Progran, Topie 8,: D AS,INo. 9
‘3‘104 o FiveMain lTyp.es of 'Inventor“ie‘s‘ Adninistrative Management Course Program, Topic §, p. 43,' Ns. 8

105 L vaes dfii_epteciatio‘n | Administrative iianagement Course Pto’gram, Topi;:r_ 8, p. 43, No. 7
109 iiajor.Federai Taxes . ' Adminilstrative Management ‘Course Pr;&gram, iT;gm’i‘c 8, p. 42, No. 3
ill. - |{Success and Failure Factors | i |Adninistrative Management Course‘Proglram,,'Iép"ic 15, p. 26, No. 1

148 . | The ‘P‘laye'rs Want T'olml(r{;ow | : | Administrative Management Course Program, Toplc 9, p. 41, No. 11

'1\50 , °‘ ‘Knov Yourself | | . Administrative Hanagement .Course Progran, Tonic 13, p. 40, No. 3 \\
153'. < |[Sources of Salespeople Adninistrative Mapagement Coutse Program, Topic 3’. pe 40, Ns. 2 }5‘-
162 .. Ordinary and ‘*Aecess‘ary Busine'ss Expenses Aninistrative Management Course Program, Topic 8, P 82, No. 3 °
186 Long Rahge..coals ¥ | instrustor's -Manuall, Manaeement Deveiopmentj Program, Topic 20, p. 27, No. 14
19C A Administrat,ive Managememt- Course Erogran, Tnpic b, p+ 33, No.l 10 1 2 4
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Publisher and Date|  Title Author | . Content - Specific Areas Appropriateness; | Source and Price
L | — Suggested. Uge o
A o |
lun & Bradstreet, |Management Bibliographical listing of pamphlets Instructtgrs; Dun ‘and Bradstreet, .Inc.
Source Publica- and- books dealing with general Source of 99 Church Street

[nc/'

tions for Small |aspects of business methods and plan-|instructional  |New York, New York 10007;
? Business ning as vell as specific problens in [materials free.
particular areas of ‘activity. '
o ' | | Includes cost of materials and |
y . & addresses of publishers
mall Business  |Small Business Bibliographical listing of free Instructors; = |Nearest Small Business
dninistration, |Administration +|small business management publica~  |Source of Aduinistration fleld
\.S, Government [Publications: | i\tions available frod Small Business |instructional  foffice or Small |
| Free Management |  Administration fleld offices; Series |materials Business Adninistration,y;
Agsistance 4 ¢|included are Managenent Alds, Tech- Wash., D, C. 204165 ﬁ
Publications, {|nical Alds, Small Marketers Alds, | Free ‘
SBA 1154 . "‘.}‘%bth’é’f'Sﬁﬂl’"ﬂﬁ‘éfﬂé’ﬂE'Tﬂﬁh‘iﬁffa‘tfOﬂ""""'"' A a
I bibliographies, Small Business
Administration field office addres-
ses, and an order forn
mall Business  |Small Business «\[Bibliographical listing of small |Instructors; Nearest Small Business
dninistration, |Administration ‘4 | business nanaghhent publications for [Source of Adninistration field
, S, Goverrment |Publications: " |sale at nominal charge ($0.30 - instructional | office or Small |
'  |For Sale . |$1.50) by the Supt. of Documents.  [materials . - |Business Adninistration,
Booklets, Series included are Small Business Wastt,, D. C. 204165 °
’ |SB4 1158 Management Series, Starting and free
Managing Serdes, Small Business 4
‘ Research Serdes, Non-series publi~ r
J cations, and an order form
ot
" 2
\ .

1%



VA P
_MINRESOTA. ADDRESSES -OF PUBLIS
. N . e R i

e e \ B, S
» I/
'
4’ F
o ¢ ?
».i‘l . 9
) B A : i
p I 2 J
'7‘ 4 ;,‘ 'Ji“.r
) R
Y
L
Ny N
. ) cw
S
Ty
o ! :'.,Yf/.f.)

5y
'
J

()
1

iv

? Internal Reverue Service

Federal Building

316 No. Robert St.

St. Paul, Minnmesota 55101
./.J

| EA
U. S. Departitent of Labor

. Federal Building - Em. 437

110 South 4th Street
MinneapoYis, Minnesota 55401

.

Small Business Administration
12 South 6th Street :
Minneapolis, Minnesota 55401

U. S. Department of Commerce
304 Federal Building

110 South 4th Street
Minneapolis, Minnesota *

(Paid. SBA pyblications may be
ordered frém the U. S. Dept.
of Commerce at the above
add{ess in M;nnesoﬂa)

Natioﬁal Cash Register
1973 Sloan Place

St. Paul, Minnesota 55117
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